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How to Use this Book 

Th;s pozkd guide provides a vsnety of example*, visual 
cue*, design feanircs, and clear, friendly language that 
we hope will encourage project teams everywhere to 
u*e thU hook, and use it often- Everyone on a project 
team can use this book as a daily reference on the job 
and/or a* a supplement to training. Have tan! 

To Finds Topic 

Use the contents page it the front of the book, or the 
chart at the beginning of every chapter (shown below). 

Ytnmw*** Erg ^ 



To Find tho Stsrt of Each Chapter 

Look for the blue bo* ai the bottom of The page 



To Sec at a Glsnce Whit Activities Must 
be Done for Your Project 

First determine the type ti' project you have, (Seepage 7 
for the distinctions between project*.) Ncxi. look foi live 
key icons thai match your project type Skip the activities 
that don't *how the correct key icon for your project, 
OA ALL W\\ ^ ONLY 

i\esi AGP 



To Find Tips 

Look for mia icon: 



To Find Each Pim* of the Study that 

Is tllu$trst+d Through th* Book 

Look for the pad of other graphic* that 

a graph paper in ihem. 
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Leadership Summary 

Why do orcjanizations need project 
majiagaraant? 

PnO«tmana^ment: 

* ensures that euslomer requirements ate met, 

"reinventing the wheel" bv 
standardising routine project work. 

* reduces (he number of that could he 
overlooked during the project* 

* eliminates duplication of effort. 

that projects are m conlruL 

* max muxes the utc \*t 

What /s involved in 
management process? 

* A decixton is made to launch a project. 

*A charter is prepared, which outline* the 
requirements and limilatioa? of the project. The 
is written the sponsor in 

collaboration witbeithcr the project leader or the 
management steering group. 

with the project 
dtstributed lo management and kev project 
stakeholders. 

* The project plait at drafted by the 
approved hy the sponsor, and 
managcmcji: ar:d key sukcbolders. 

■ The plan and the 

a product. process, or 

piao. are lo the customer*. 

* The projectisavaluatad and a closc-oul icport h 
written and *> management and key 



to 



Peraon 
or group 



FunctJof^l 

Manager 



Spcmor 



Team 



tTstrrvjtnal tt e o'G«n/a6ont 
iTTwiturowwtJ 



PfovWhgt^^ '^soireasto 



nwkaig m^i L ircss frv^ Ns t* h* r 
to support Iho ptiucL 

Supportino tie project obieclm 



Ensues Ihft: na pro>aci has claar 
a rtttta* arc; s^psflrt. 

Previflnaa chapter the project teem, 

LmuriQ (hot tn crof^ptonmee^ 
bolhit'o eu«ler«ff»* rmeuB arb the 
c^9^sdcrr$n»adK 



Erwha '.tio! tlw yro^ w6tf*s both 
the cuatorirtr and the o*pwta£oa 

cmraaf^ w0^rr« prqrtft l«r«a 



t TBjnra friat n & or ho* port d tfo 

t wo* *aus1« Ihe needs ot the 
I arxJ in co*rp!c<eJ Imc o*»J 

ibudgel. 



Chapter 1 



g Successful 
Projects 



Know the Geography 

WhctbcrvouVc been ODnhumii 0*1 ioumcyswithprojci t 
leatnvor y ou'te a ftatl lime tnvdtf, you and your tcain 
need n coinmon understand^ of what the terrain will 
look like when you gctmvolved fa projects ari^ project 
mArj|»<r!T nil i his understanding *itl help yoni team 
slay <>n the moti died route lo your destination* 

Wriaf /a a protect? 

Apmjcct isany :cmrorary .organized cfTort thatcrcatct 
a unique product, swic#, proofs, or plan. It can be as 
sirmrfeaslhe plan tor anoft^ilc reijealora* complex as 
the construction of a medical center, with a team size 
i at i^iti^Ituiii a lew people lo hut*, dicdiui even thousands 
who are working m one location or across continent 

Projects bring togctlttr people from a range of jobs and 
provide them with Ihe opportunity lo collaborate in a 
unique way. Bct^rcr*ojcxtsarcsoojvcttcairf ilcxaWe. 
organizations have increasingly used them as the 
preferred way to fulfill the needs of their customers. 



Altftnd of 




Wnaf a successful project? 

AL project teams can judge the suet*** of Ihea peojecuf 
in the fame way: 

• The customer is snmftcd or delighted with ihe 
linal deliverable <a product service, process, ui 
plan). 

• The deliverable i* given to the customer on time. 

* The project team has stayed within the budget 
and stalling allocation* 

■ Team members have increased their skills and 
knowledge as a result of the project 

* The organization has benefited from the lessons 
learned by The team* 

IVftaf is project management? 

Many project (taint work without any guidance on 
how to create a realistic and useful project 
ho* to monitor project how 10 respond 

lo rcouctf* foi change* tn (be plan. Inject ruariagcmcn I 
project teams with a process that them 
coordinate their efforts so they may create aha right 
product (or service, process or plan>, tl the right tunc, 
for the right customer, within the resource limits 
established by the organization. 

ftoject management was once the exclusive job of 
project managers who mosl often coordinated the 
activities of tpeciatired, complex, large-scale project*. 
Ja more rceenl year*, however. ftm project 
managers and project management changing* 
The applicability of project management has 
to of a broad range, simple to 

very complex. and fiom manufacturing: to and 
education and a ho*! of olher turn. Bated on the 
succcjsofihc projectroanai-eraenl approach .the people 
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who lead and work on projects today aio not nocessaii3y 
trained project managers, and have a range of 



While project managers still have on important role to 
play, all the member* of a project team arc expected to 
understand, participate in, and carry out aproject by 
perform tngpTojcct management activUici*Tros book is 
intended to support this new role for proicct teams* 



How does project management help 
project roams? 

There are many advantages to using project 
management. These advantages may be better 
illustrated by listing the pitfalls of NOT USING project 
management* Here arc some of the typical problem* 
that project teams experience when they DO NOT 11511 
a project management process: 

* Excessive war* load* lor some individual* 
+ Cost overrun* 

+ Team member* lack the rjght or cxpetlUe 

for the project 

* Ssnfnngeonflicrswlth other projects or assignments 

* RelaliorishiFiamong team member* arc strained 
■ The BOOM of the project keep* changing 

* Work is redone or duplicated 

* Resources *rc insufficient 

* Deadlines arc missed 

Your project team doesn't have lo get trapped in 
these pitfalls? This Memory Jogger rv describes a 
simple, easy-to-use process for managing projects 
teams can use toavo:d typical pi oblcms 
and pitfalls, and that will help them to create 
project outcome* awry time. 
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Plan lha Joumoy 

lieforcyou start the ) oumey, take some time to review 
the key terms thai you will encouuter along the way 
Ibc terms that arc critical to your understanding of 
the key concepts in this book are explained in the 
legend he nw 

A Legend d K *y Torms 



V^YTerm Definition 



^'oetcls* s erv eos* procanaa, cr clsrs 
iivii cr^tae as a raajl of a 
pro oct A final coivn'abki &daivnrnd 

b tfttj CL5l^TCf5C4 tro propel M 

delrt^rabla s Dfoduc«cdjrirC)»W 
p'ocvw cf cpatn^ l*c Irnldel ^vhHp* 



Scope Atte&jicoVicf the ycfae! ts3* + huldt>$ 

croatod aoc: *rv>: craarta custcmars w I 
usci lo :*jaaa ax trt MmoUm 

meet frcr rcectt arc recwro-neria* 

lima . aftort. and rrcm. Is 
sored a oroe<t j!?* elTor: « 



I 



aI«ato*i-rttia 



The 



1><? uersoT w»rt> acai a* brt**e*r 
nvar -syerT?n* and 

penen a rospcrsbh kr 
IhopTccetchortor* 



Astraller U 
A waurwv-. :«arr % when a 

nkqirfri wii t immr*i ttvn *m rar>or 
todotvn*ijnpfOiact«>V 
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Who witt be making the Journey? 

The beginning of the project management journey is 
ledby me project sponsor, It is ihc sponsor's ro 
the project and to a project charter. 

When the charter U complete, thesponsor passes 
baton, and the project loam lakes the lead. The key 
of the sponsor and the project team 
are outlined in the below. 

Key Project PI ay on* and What Thoy Do 



Playira 



ct^rtw rivi Mtorf » Pan B ow m* 
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Project Sponsor 

Tbc sponsor is a liaison between management and 
the project learn. Hi* or her role it to initiate the 
projcci by creating a project charier (Chapter 2). The 
charier form* the foundation of the tram** planning 
process If the sponsor docs noi complete the charter, 
then the project learn must create il and get it 
approved by the *pon*or. 



In addition, the project *pon*or: 

• Ensures that the project is consistent with 
i> i gani national objective* 

• Hclpsthc team overcome obstacles encountered 
during the project 

Project Team 

A ftcimeprojcctchartcrhaibeen created aid approved. 
Ihe learn iw formed and meets for Ihc first lime toagrce 
on tltc rules and guidelines that team 

member* the 
3),ThcncMStcpis for the team 10 a 
(Chapter loexecutelhepl*n (Chapter andas 

a last step, to close our ihc project 6>< 

7 here arc Iwokcy lypcs of roles for tbc members of auy 
protect team: 

Project 

• Facilitate* the team process 

• Collaborate* with Ihe learn to create and execute 
the project plan 

• Acts as the liaison between the sponsor and ihc 



* Monitor the progrcs* erf the project 

Team Member 

* Ensure* that his or her part of Ihe project work 
■jets completed on time 

* Act* a* a liaison with hi* 01 her supervisor 

* Communicate* back to Ihc team on issue* 

* Monitors the progress of the *ubprujecl 



C«^Bncce«rul Project, 5 
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Which rout* will the team take? 

Some project* arc small and focuMcCv which require very 
Unkfomul planning activity .Other projects are large and 
complex, which require considerable coordination 
between the different group* involved in the project. 
Ta* large project* require more extensive project plan*. 



If your team isn't sure which planning activities i 
best fit the project* use the *nble be":ow a* a tool for 
pl«unq route. RcvtcwthecliaractcriiTtes 

at" each project type, then choose, tlu-onc that 111* 
your project. that each project type has a 

corresponding key icon. In Chapter* 2 through 6 t look 
for the toy icon that is for your project. IT 

your key icon ts on the it 1 * an activity your team 
shoulddo. you your key icon, your team can 

ihat activity and goto 



Identify your project type 






■r 


mn 

T 

WW 


H5 


wwsstt* 


Mg*1* (M>-<J 


rmtna* 


Who do*»fr* 
wo*? 




fnnrt^w 


SdtC-rt>ttlfefm 




*P'«<«l:ua1ty 

*fleef>cvw#roo 


Si^al 


•MfPQOMOf 

owu 



If you're not sure which generic type your project. 
d**iimc have a type 3 project, but skip trie specific 
activities that don't apply to your projee:- help you 
decide which activities ro door io skip, we vc ir*siuciad 
a matrix of "Recommended Activities for the 
7v[ — - on page and provided devcitpt:*Mi* of the 
activities in chart at beginning of chapter. 
Review the miinx or the charl to sec which activities 
arc reconuneitdcd for your project 



What ^p-mIic important 
your team's Journey? 

sequence <if 



for 



if simple 
ty people, 
path* within each 



tiftk* thai a t cam m u *t coot pi etc , 
the project through close out, is 
lor the 
or involves a fcwpcople or 
projects can take various 
these major task* based on Ihe 
scale or complexity oT the project. What** important 
ts to do more and no less ihan t$ required the 
project what YOUR 

project require*. 

The on the next pJgc charts the course any 

project Thesiguposttpolni you re> the details of each 
chaplci so that you and your team can move 
toward your final de*Unation: a project! 
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A Project 

Creating 
Propel Charte* 



AM* 



the Project 

.-■!*] ■: thaprojftf* 

* boundiriH 
■ Schoout* bue^tf and 




fctthfl Project 

Cum *v»i 

L -.1 i ■ K,.ir i in. capfcjr*d 




Citing 
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Chapter 2 

ow to Create a 
Pr Charter 



the chartem a document thai conveys ttic purpose and 
requirements of the project to the project team — ;hc 
"who," "what," and "why" oT the project Tne chart 
below shows rhc basic parts of a ehartci , A key tom To 
know is "dehverabfe/*A deliverable can be a product, 
service, process, or plan, tot example, a design 
package, a &ik* meeting, a plan tor a process redesign, 
or a product prototype. Anything produced for the 
customer* oT the project ix a "final deliverable/' 
Anything produced along the wny is an "interim 
deliverable, 11 

It is the responsibility li the sponsor to create the 
project charter ff the sponsor doc* not create a charter, 
the project leader, in conjunction with the learn, must 
create it and have it approved by the sponsor. 

vttrtnyouaMdto: [to thk activity: Pag* 



Ct rw^.Ct:SC«C 



lor ie 



are j op*5*al r*c™& 



io f Acceptance 



Proied Charier 



wrwrt you na»3 to. 
to 



fr<^ oa 






28 






■ S cU*'yo/t.t 




tho a wu*t aim&t 






30 


rronittvti 






J2 




Z— 




34 




c_ 




37 



ATTENTION: 

L Evert tfOr&Z needs * charter! II the 
X dc**nt provide t. ce«e <! and 

TW'app^d. 



12 Cr*at*a Project Chart Overview 



Write an Overview of the 
Project Scope* 



Why do if? 

To describe the objective*, dclivcrab]cx,and customers 
of the project, as w c 1 1 as the cutf omcrs' expectations for 
the final deliverable*. I + team members have a clear 
undcisiandtng of the project scope. Utcv wilt be belter 
able to satisfy (he customer. 

How dot do it? 

1. Briefly describe the purpose <a" the project, 
■ Limit the description u> three xentence* or lew 

I, Give the project a name. 

* Choose a name thai reflect* the purpose or the 
anticipated final delivcrableof the project 




b da day in the 

week ofSeplomncr projec! leaders. 

managers, project leara 
nwrws, and others who wort* on project*. 

Project name: 3-Day Conference on 




Identify the customers of the project. 

* Identity who will use the final dcHvcrablesof the 
project Who will receive the products. tervices. 
rxocc**csnr plans that arc as a result <tf 

the pr i>ieel?Theseare the cuslommisftr* project 



The conference attendees are the customers 



^^^^^^ - 



Define the customers* needs and requirement 

* Determine w hat problem the customer wants to 
solve by using a specific final deliverable. 
(Customer need. I 

■ find out if the customer is looking for specific 
features in :he final deliverable, or has defined 
specification* for the deliverable i Customer 
requirement) 



TV*pr*nW i 

v.i. 

may drtefatflh& 



Project 

Project name: 3-day 
Customer* 4 needs: 



r tr ivftfr and 



Overview 

on 



.■r u 



feeder 



manage projects. 
2) Make contacts with other who; 



One of the 

management 



project management. 

requirements: 

if 
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5. Identify and list the final deliverables of the 
project 

• A final deliverable: 

- lsay«oductservicc t prt)cess.ocplan. 

- MurisaLisfycusUimerncedsandrequirerncnU. 

- Is delivered to the customers of the project* 

+ A project usually has only one or two major 
deliverables 



iHft**rJiAfiai 




I If a project team will be prviltittng ii jm^M 
anJ a prevrss far Mtverrng frVpWaft lAV 
acthntk* hVf rmisr tW . . mt\ ri . ■! to product the 
prvJutt wi>7 br rfrfirmd frum thwfc* pradttczng 





Final deliverable: n- 

project management 
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Define any deliverable* that must be created for 
the< 



■ D*nc4inclu&anydclrveTrinlcs be created 

for an outstde customer . * ITus w as done in step 5. > 

* A deliverable J or the organization is a product, 
service, process, or plan tha: it created to meet an 
organizational need or requirement, not a 
customer need/ 1 hese deb vera Wesar coy products 
or adduional deliverable* of llw project. 

A deliverable that is created for the organization 
and delivered to the *pon*or is called n 
orxamzattonal dcliveiablc. 

Example; a report on a new area of wchnologythat 
a team usodir itsproductionof a final deliverable 
for a customer. 

Define any additional organizationalgoalsforlhe 
project that are nol deliverables. 

• Some examples of organisational goals that are 
not deliverables Are* 

- Io gcnciatca specific amount of savm£S£*a 
result of a recnginccring project 

- To enter into a new maikel or technology. 

- To use the project as an opportunity to 
train team members. 
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mi' 



0 1 9 an ixatio n al Deli v arabta-end Goa la 
for 3-Day Conference 

Organisational deliverable: 'Project Managiv 
m ci I Process Evaluation Repot' 

lean members of the 3-day conference 
P'oject *lll orojecimenagenie'tt process 
that (ho has recerlly ado&lcd 

and tbcirexpe* enceirvtne report. 

■- J r l it least 300 
aiiendaestothe 



Determine the Team's Boundaries y** 
for Creating the Deliverables JV\ 

Why do it? 

To dcitne the Man and end points of the team** 
involvement in helping U> create the product, service, 
processor plan, so that the team does no more and no 
U&s than U required. 

How do t do H ? 

I. Determine the Mage where project team members 
wjU begin their work. and the stage in which their 
work will end 

• The (able on page 19 shows lhai ihcre are five 
gcn< if. ?tfa£< si » lie development of any product, 
seivicc, pUn. or procc*a Ihewitaa^ uc called 
"hle-eyeUs *lages>." 

* In general* the life-c\\;lc *iagc where a project end* 
determine* what final deliverable^ produced. 



® 



f &<ycU tfaw touifclerw* nerd tot* JnW 



* The word "boundaries" applies to Ac <raning znd 
ending points for creating each final deliverable 

* The creation of any product, service, process, or 
plan will move through all of the development! 
stage*, from concept io delivery, and eventually 
to rctkcmctii, BIT a ainglc project team may uot k 
rcvpouMblc tor all of the stages. Tbs project team 
may be responsible for one, some, or all of the Ktage*. 

ll » the sponsor's rcspouMblky to tell learn 
members where their boundary of involvement 
bc£ir& and ends for cacn final dclivciabte. 
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IB Uati>mi»m>UanV*Bouindan*« 



Generic Life-Cycle Stages 

of Creating a Product, 
Service, Process, or Plan 



* Ai the end of each life-cycle tfage ** a "gate" oi 
checkpoint. The gale act* as a reminder lot learn 
noT boi^s to v:o p ;nd r like sn i c they hi ve c omp* cted 
allnf uenccetsajyaeMvitie^bcfofvth^ move onto 
the next itagc. 



or 



. dalwabfc. 
— -GATE—— 



Atwdftermtntthf 

I . . f>' 

tkrtcmfcrcnct 




*/a«rZ~Drtnw 7na. 



2 on 



' 3 I 



and usosttho 
or plan 

Ptoiend air anJ p-m. | 



(El fc^i 



dV.'rtVTnMr* may Jv •*) Jtf 



m 7f 



tnt t»ivrti wi/f unnrffy % Iv-Aiai tlir 
denrlepment of a jfroiitfi 



Produce tv I Prodoooano predjct tne 



U jr 



:a aim. 




The boundaries 

proved aeginei 
{creatng the concept lor the 
end at hfe-cycle stae.* 5 



the 3 -day 



}♦ and 
tne 



or 




® 



Vcwf <jry*fic*iknt nary «f mufy to* rf* wnr 
fijfrvacif shirrs If ikxtttutnJ of tht 
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Dotflrmiie~ftjm*s Boundaries 



oan 



Define the Customers 1 Criteria 
for Accepts nee 



Why do ft? 

To lell tbe team what criteria tlK customer will use for 
judging the acceptability of the final deliverables 
Knowing this helps the team create final deliverables 
that meet (he customers* standards 



How do 

1 



do ft? 



Determine the customers' criteria for oeccptinc 
the final dcbvcrablcs. 

■ A*k customers for criteria, whenever pos<ible. 

* If it isn't feasible to ask customers what criteria 
are must important to their satisfaction with the 
final deliverable, make the best possible decUion 
on what the criteria should be. 

• Determine nwA> to measure thecustomerV level 
of satisfaction with the final deliverable. 



VJV The tfvntor t\wiU fiJtv Jefwt Ai* or her <*vt 
[fcjf/if*rm£r<ice^^ 




Meaeure* foi Judging level of 

be 

t u cvaludW. on a oT conference 
4j*%crih* nrtttrfifld 
Ad of at a 

the AMsMCi mot 
and t is* succoss. 
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Review* and Approvals 



reaporLMb^e fur provsdi:i&: review 
le interim and final deliverabl 



Why do it? 

To Identify who >* 
and approval for t 
Reviews help the team to detect problem* or concern* 
with the dclivciablcMinteriaidndftitaDajid (Ofivobdot 
decrease any rework that results ft om not d;*covering 
potential problems early in the project. 



How do i don? 

1. Make? list of the deliverable* (tnlerimand final) 
that require review or approval. 

* Identify who will pro vide the review and approval 
lor each deliverable. 

+ Note the reason why the deliverable should be 
reviewed or approved. 

* Depending on the project, n may be benellcialto 
ataouicludc customers the tevicuand 
proems. Fur example; IT me project U to improve 
an internal information system, the customer* 
. ih.t.-i r-, i si may provide review and 
ptobably apptoval ai certain Stapes in tbe 
developmem of the information sy«em. 

(Fa pnrpn* tram* a> Jfir 

each trim requirement to 
rf uillmpnv.Ytheiruatr>ycf tkeJrfhrMbk 
Thh tnll mv h*nr ana" efi*th* uV project kvm. 

Tea will eTt$itihtrratm\ list 

rem* when thru mate a projeii p\m. The 

^WAwwl^w fating the mm* 

management < 



® 



® appeal? that are needed to produet an 
orit*Hizdtianat ddrmaWe. 



Reviews 
forth*3-DayC 



Required 



Interim 
Deliverable 

Final 
prog/am 



Review Approval Reason 



Sponsor Sponsor Tomakn 
sure (he 

final 

meets trie 



Hotel 
contract 



Suonsot Torrv™ 



Confere'ce Sccnsor 
plan 



Sponsor lb t 

sure the 



hove been 
worked 

Note: The customers ol Iho project, Ihe 
confrrcri«a«endee\ do revwor 

of the thepro;*c:. 
the customer will oe solicited 
market surveys. 
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Establish Risk Limits 



Why do it? 

To define the maximum degree of risk that the team 
should allow in lU production <€ tl»c final deliverables. 
These risk limit* help the team to ite vc top correct! veor 
rmventivemeA*ajresforthefinalQe!iverableflhaihftve 
an uii^ccfrtabledegroc^mk to the organization. 

How do i do It? 

I. Assigna limit for the maximum degree of risk that 
the organization i* willing to accept for each final 
deliverable. 

- This nsk >* tbe uncertainty of not being able to 
physically produce the final deli verableaccording 
to the criteria tct by the customcr-of uoi having 
the ability, skill, or technological knowledge tu 
create the final dctiveiuV.r oi promised. 1: does 
cot include the :isk of not having the needed 
resource*, such as time, people, or money, to 
create the final deliverable. 



* Using a scale from 1—10. assign a number to 
represent the n*k limit for each final deliverable. 

1 "an extremely low degree of risk or risk-fiee 

10 = an extremely high decree of risk 

■ Where possible* provide an explanation as to 
which types of iUka arc acceptable and which 
are not* 

Rating Scale 
12 3*5 




2$~ Eataolifth Risk Limit* 



mayand addxtTOheitO 
Crr*K*W itothrbmfo The be 

" Ifct^wi af 



® 




Limit* fur the 3-Day 

th 



Th&tffxmeor the conrerencoa Hsk 

Z and has lha tnam to 

minlmi/oany thallho 
satisfy the ricods expectations :hc 



Select tho Project Loader V» 
and Team Members Jl\ 

"Id ruake sure thai the piojtitf loam includes tbe right 
people with the best blend of skills, influence, and 
knowledge and is W by acApablc leader Choefrm^ the 
rsgal leam make* at easier ior (be projeel team lo mcel 
iti objectives 

Ho* do / do It? 

I. Assign a project leader. 

• Look for someone who if drilled in these area* : 

- Leadership 

- Facilitation 

- Communication 

- Project management knowledge 

* Tbeprojcal<^DCrUi<Hj]dbcak«y»takfiholdcr A 
key stakeholder aa» a strong interest in making 
the project succeed because he or she (or the a tea 

3hcu'prcsents)i4affa;lcdby Ihc activities or 
deliverables of the project. 




Lae jea key in 3-day 

and has hnrsolf a 

J project leader $he * t h c project 
o' choice for th* 3-day confarenco. 




MM 
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Select Team 



Select the member* of the project ream. 

•Consider the typed of skills, knowledge, and 
expert!** that ore important for the project. 

* Although all key stakeholders should be 
considered tor membership. :hcy dnr/t necewarity 
need id have regular ;ne;obcr>lup flatus {attend 
aI) team meeting*) Some cat) be id members 
l&ltcnd team meeting* when their presence i* 
required) and some* can be kept informed of the 
prnftrevs of the project through report* and 
meetings with ihc team liaison. 

• Usually, the smaller the sue of the team, the belter. 

Orsirfcr mrfafdmx cinromm urifyr a Ivy 
J supplier to nutxtm^ Mfamrr wtisfcVtitNt 

^/ 3* to***, **r)W 



Selecting ihe icara for tbc 3-da> 

means i 1 15 a type 3 Work area 

have been selected tO 
tho leam anfl will lead subrxojaet teams 



Project" 

Jose 
Andy 

Panotta 

Lmca 

Amy L5ff (rVojact Leader) 



Phnt 
Member 



Set Deadlines for Delivery » 
of the Mnal Deliverables J\\ 

Why do it? 

To scr a lime limit o n when each final deliverable must 
be given to the customer It is important Id »ct a deadline 
at this becauseiEa1low«thetesmtocrenteascliedule 
thai fm within the time boundary for the project. 

How do / do tt? 

f . Determine when the final deliverable* mu*i be 
delivered 10 the customer 

* Tbc team wilt budd tbc project schedule around 
these dates. 

^^^^ 

Deadline for the final deliverable: ~r*o 3-day 
conference be hels on September 
and 29. Market surveys that were taken hdpod 
I o determine that the customer prefers this 
of year far attending the conference. 



Record any oilic? deadlines thai apply lo the pcojcel- 

• Are tbcie any other deadlines thai must be met, 
such as deadlines lor completing any of Ihc 
cycle suges? For compkline Ihe projeel plan? 

* Record only critical dead I iocs that if not met. will 
h4v c a significant unpad on tbc project. 



® 
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2t SatDftirvcry Daaollnaa 



*i«ero^cr< 



EnftWran ittnn) DfYirmVt.il 



AddrfconaldcMlinestorthc 3-day conference 
The sponsor wants the conference plan 
by August 



Set Limits on Staffing and Spending ¥ft 

Why do tt? J ™ 

To convey the Jiituisoa irtc Amount of staff tiincand ihc 
amount tt" money thai Ihc organisation wilt agree to 
commit to Ihc project. Knowing these limits will help 
the team todefiac staffing aud spending hudjsets that 
arc in *ync with the amount of money the organization 
it willing to provide to support the project. 

How do I do it? 



j i In limit fur li i.^ much b ■ vtufT --=- - 

devote to Hit project. 

* this limit applied to internal staff lime only, it 
docs not include outsourcing Outsourcing is an 
external cost. See Step 2 on the next page. 

■ Start time can he expressed in hours, wadca, 
months. 01 years. 



- "No more than 20% of people's lima" 

- "One day every two week* for three month*.*' 
-"One two-hour meeting onee a week/ 1 




The ccftfcr«nc»hg0 a high 

the sothesoor^rx put 

a onlha crfstaff thatcan 

bnaovoloc; thciprcjozt. I ho 

would like the team I o cslimalo Ihc work 

flours roQjlrcd and then monitor iho actual 

hours invested. 



Pro,#ct Charter 2* 



Sot 



L.miu 



2. Define the nding limits for the Internal 

«r enema) cost* that will he expended during the 

project 

* I me male oils » cost lorstafl" time and other internal 
charge*, supplies, copies, equipment 

* External cost* outside purchases. contract 
equipment 



timt spend:*? 
rtrfstk: stouM tbtam 

drrrrraraV Do*i'l rtwref JfAtt. t 
of tmriiS mourn* / 



project t *r 

turn 



jrocmt 




Limit* for 3-Day Conference 



has askad i5tfffif*1hatlhG 
•hoirt^j arttben 



Create a List trf Required Report* V» 

Why do if? * 

To tell the team what reports are required by 
management so that the progress of the project can be 
monitored. There report* help the team to monitor 
their own progress provide information to the 
sponsor and customer, and keep the project on track. 

How do I do tt? 

L Cteatea lt*l of all the reports that are requited to 
monitor the progress of the project. 

• The team will create a lUt of reports to help 
monitor it* own progress. The sponsor need* to 
specify the rcporxa that management needs to 
monitor the status of the project, 

* On the list, include the following: 
-Type of report 

- Person requesting the report 

- Pate requued or frequency 
-Content of the report 



ft/if arc flrmwy i 



rot 



acljal 



coats 
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Reports Required forth* 
3-Day Conference Project 



Typo* 
Report 

Progress 
Report 



Tabdal on 



Lisi 



or Frequency 



Sponsor 



a-vJ 



vnrmrcnns 

Corr-Dafson 
of 



One week 
before 



contract hotaf 
tteaalne Mfcnrablfl 



of pocglo 



Identify Organisational Constraints 
and Project Priorities 



n 



Why do it 7 

Toidcn ; : . .i ■■ i : iv ■ !■ i / i !■ m J constraints that mw be 
imposed on the project and to at»i£n internal project 
priorities. Organizational constraint* and priorities 
enable the team to create final deliverable* thai reflect 
the special needs oi the oTCani/abon 

How do I do it? 

1. Identi^anycftnrfraintjilhariheorEartl/atbnwUI 

imp ■■ on Mm project* 

* Conictrainls are limitations placed on the project 
*uch m "NounAchedul cd equipment downtime." 
or "No Addition 10 ht&c eou?it " 



® 



path rrsrxf un/v f if fmiom k 
rnrafm-fy m fXeMmg prof*** 



on 3-Day Conference 
No staff can 

2) No purchases. 

3) Only services-can be 



tmamXX How to Create a Project Charter Identify tern 



2 Consider which factor— lower co*t, earlier 
delivery, or more features for the final 
deliverable— h the highest improvement priority 
for the project, and which factor ia the lowest 
improvement priority, 

* As a baseline, assume the project will meet the 
deadline, the spending limits and the customer** 
rami mum criteria for acceptance A* a way ;o 
improve on thi* baseline, consider which 
lower cost, earlier deli very k more feature* — hat the 
improvement pnorily for the project, and 
which factor has the lowest improvement priority 

- Give a rank of I to the highest pnorily. a rank of 
^roihcncKthighcttprioriry. andarank of $tothe 
lowcit priority. 



® 



Coat rfdrrw find fr**r* *rt to 
Far tdJntgrkwtkiiurrtimltusuaUv 
incrwe ft*f*. Earlier »Witvry tan be ertoeW 
tntff men mcncycrjnvfTfftturfi Project 
Item* often foivr to nuke Avians* on hoit W 
Mu rut- tht*e iknr jfarttv* TV turner rfwuU 
dtfmt the rrfaf ri* priority of the* factor* » 




Improvement Priorities 

tower 

prwity 



the 3-Day Confcffrrx* 



given the highest 
conference a 
for the organizatori 



ia given the 
ty 

standards for conference are Ngh 
and ■ mil not 

of the for the 



*€*Hcr eg the iTiprovoronl 

because there is no advantage 
Iho any earlier than the 

schedule* dale. 



tower co at 
More 



Rank 

2 
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Assemble the Project Charter >!• 

Whydorf? * 

To create a document called the "chafer" that details 
the customers* and the organization s expectations for 
the pioj<3CtTl»JcbdiUT*cls the ixg^iu erne :i (sand the 
limvfsfor the project and foims the basis for creating a 
detailed pnreet plan. 

How doldo/f? 

1 + Assemble tho charter using the lot lowing four 

divisions; 

* Project Scope: Describe (he scope of (he project, 
including: the project objectives; customer 
need* and r cqutrc men Li; each final deliverable 
with its life-cycle boundaries and customer 
acccpia nee criteria; each organizational deliver- 
able with its lifc^yeie boundaries and sponsor 
acceptance criteria; any organisational goals for 
the project; and Ihe reviews and approvals 
required for the project 

* Project Scope Kbk. U<* ibe risk limit for cat h 
Jixai deiiverahie for the project, and Ihe reason 
for the limit Also list the risk limit for each 
vrganizaihwi deiiverahie. And the reason lor ihe 

limit. 

♦Project Resources: Define the resource 
limitations (deadlines, staffing limits, cost 
limits) and priorities of the project IM T the team 
assignments. 

* Project Status Reports: List the reports that wiTI 
be rctjuired by management to monitor the 
status of the project 



JnfvfJrVitWH At charier 
be useful pwrt wmfcfwfn 
eflyts tP crYottan rflfYrrrv nnWr' P***- The 

have 

} from, the Ust lime it u'lfi take them towmplete 
^rrjXtt^nthit^inJmr^thtkettevdyanJ 
evptciathms 0/ the ofgantzalkm and prvfetl 

customer 

2, If required, s*cl ihe charter approved. 

* The sponsor may need to have ;hc customer and/ 
or Ihe project steering group approve Ihe charter 

* If Ihe project team completed Ihe charter the 
pu^cc? lender will need to icvjcw it with Ibc 
sponsor, make whatever frwdtticatiuns imgjrt be 
needed, and then have the sponsor approve it. 

J, [ssue the charter. 

* Distribute cap i: *J* the charter to: 

- Project sponsor 

- All mernbers of ttcpro)cellcaja< both regular 
and a J 

- Functional managers who will be alTccted by 



- The customer, where appropriate 

- The project steering group or project orftce 

- Anyone else who hat a stake in the project 
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3a AssoinOicChnncr 



aaup 




I 4*# fill II II 4ft t^.uloi it ^jh^i j»it CM 

if'ilutt i&ir+i r* . f a«tt*'t. x*** 




i t*<J WW W#f* r ■ . 




U Ihv taW **V ttoijd t* tvl>n4 in 



Lit* 4J, till, lit — I ' f r.'Btt » M 

(Ilft« 411 14*4 r 







\_ ilv- j«t-*3«»*rrt ftc.'Mt lvalue 


,'ir::. ." 






Orgjr,>*fon»|Go*l 




R«vl«wv nnd Appnw,|t R«qM 








Cdf r*r*'v o.-4fi ie^rjH' 


rt-*t >■■*> 


th* h«n 1 

- 1 


PnMect&cotMRlsh 


ROk Limibi 

iMWot ■ ■ 
■« f 


of 1 


1 ? 3 4 ^ C 7 











r\»te: Ihe rating scale in the ciample abosf Is not 
nurtnallv included to the prajrcl charier- It is ihoMO 
: only to iUuttrate to readers the level c4 rvk that is 
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m)*ai 



*> IH 'lb* ImIW HB»-t##a 



OrgtnU»non>lCon*lri.b-«i 



LMt 



CFkVf *>f ttit *-r . 

ayuicssar 



Si 1 



Ml! 



dProfrcl Chattel 



Chapter 3 

How to Work 
as a Te 



At thcfinst iiKciin^icam members need toa^iccon a 
ha*ie set tf guiding principles or ground rule* Ksr 
running meetings, participating on the piojcvt team, 
and rani ving contlKTbc 

Thtfteam also needsa way to capture id™ and issues 
roemionod during a meeting that cannot be deall with 
immediately. (Idea* belong in the "parking lot/* and 
items that retire an action, belong on the 

ElkL) 

Hvery project team ghould complete all of the 
activities in this chapter* 

MlM you rtcftdlo 



Cemm|l« 

ih-Preicrt 




A 



Commit to tho Projoel 
doit? 

To get agreement within the team on the level of 
commitment that each team member will be making to 
the ptoject. 



do I do It? 

K Discus the commitment luted below. Add to t 
remove, or modify the item* as appropriate for 
your team and (he project* 

• Only commit to do work that wear e quail ftedand 
capable of doing 

■ He honest and realistic in reporting the progress 
of the project. 

Be proactive. 

• Nolilvihe ancVor the sponsor of any 
cbau^eio the project plan thai may affect them. 

• Follow through on our IndivicXial commitments 
to the team and accepl responsibility for our 
aaiona. 

• Keep other member* informed of any potential 
problems that mayaflcctthc team's performance. 

• Focus on what U beat for the piojec; as a whole, 

• Sec the pi oject through to suceessfol connection* 

Attfr<vfr*mrhat W J*f 
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Develop Team Ground Rules Vfc 
Why do it? 

To establish ground mlcsiharwill help team members 
rcco^ni^e and use appropriate behavior, which will 
rvi jit iii meeting* that are mure productive, open, and 
ultimately more fun. 



How do i do n? 

1 KstabUsh gmund rule* for team behavior, 

* Cons idcr meet ing discus* ions con lldcniia) unless 
indicated orhciwisc. 

■ Listen openly to other people** points of view 

* Encourage a divergence of opituonson all topics. 

•Allow everyone Ihe opportunity for ec^ual 
participation, 

• Help keep discussions on track. 

• Avoid placing blainconsoinconc when thing* <<j 
wrong. Instead, review the proccs* and discus* 
how H could be improved. 



® 



W's qflrn hrfpful for hr to rosr ibf t»t of 
pound ntlti at eaehwrtng. 



L Agreeon how team numbers will give and receive 
feedback. 

When you ate giving someone feedback: 

■ (Jive constructive feedback. 

* Doirt judge or label ihcethcrpcisonidcscKbe a 
specific behavior or incident 



HowtoWorKTogrtwr 



When you are receiving feedback: 

• Listen carefully to the other person. 

• Try to understand the other person's point of 

view. 



® 



tor 




The 

>Tht 



Adopiasttof gutdcitncsandlcchniqucs that will 
helpthe smoothly through the 

solving process 

For brainstorm ins; sessions: 

* Encourage everyone to participate, 

* Never CtttcteUtm 

* Think of idea* that are unusual or creative. 

* Come tip with a* many ideas as possible in the 
rime allowed 



+ Build on other team members' ideas* 

For problem solving and pl&tmiug; 

* Always use data (to the degree possible) or 
comensus, where necessary. 



m 



to Mtmorv I" i 

iwttttflion* fir ttSrrrffJ 

ftM>b.<e.£. Rifffo, 
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Determine Mooting Guidelines Kfc 

Why do * 

Toagreconhow team mcccirgs w*i11bc*tartunxi and what 
procedure* the team will use to keep mediums on track. , 

How do I do it? 

1, Agree on Ihe basic structure lor team meeting*. 

Add toor raodity rbc items listed below, according 
to team member suggest ion* 



Meeting Structure 

• Project wil beheld 

two waete* mono>. 

w lite called b y (a person). 

• Agendas L**ai>sd (a 



Mooting* 

scribe *euf 

n ; T - ft 



and md on tim*. 
within 



Meeting Procedures 

the project leader to facilitate team 
me e ting* . 

* Follow the agenda 

* Add unresolved issues to the issues list at every 
ream meeting. For each issue, assign someone to 
resolve it and set a target date for completion 



* Make sure that any team member who cannot 
aTtcnddKmc^tin^sciidsarepicsenraTive or 
her place. The representative should be well 
prepared and have some authority to make 
decisions* 

4 Rotate meeting tasks, frhesc tasks include taking 



up the room* etc.) 

* Propose topics or items to include on the agenda 
for ihe next meeting. 

1 Evaluate each team meeting. Did hv auri <w 
oftfcttiue/? Did »e/etfew ceirowiigif joVtinex,' Did nr 

* Us«cUU-amlc^se^sus^ascd.dc<iston*nuiking 
tools in team meetings. 




Iqva pat (jbamtt paper tctht 

ifs 

so* Ti 
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Create a 'Parking Lor Sfll 
Why do it? 

To capture ideas tha: don't fit the ta%k at hand nul are 
important tome for future review. 



Note* and place them on 



How do / do it? 

L Write ideas on 
flipchart paper. 

The llipc hart paper become* a common storage area 
foe ideas, as a parking lot It a couimua storage area 
for care. Because of this similarity* thit collection of 
l i* called a "parking lot." 




"Parking 
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Create an 



LI,, M 



Why do it? 

To provide the learn with a way to capture issues, 
i term for adion. a* they arise, so they can be manajtcd 
and revolved as the protect moves forward. 

How dot do it? 

1, Creole n form for recording the Cities 
• Design the torui to include . 

- a number for each taue 

- a description*^ the issue 

- who tvajita the issue resolved 

-the person or group who is responsible Cor 
resolving the iwuc 

- the date by which it should be resolved 
-the date it isicsolved 

- howThciMuc was ultimate Jy resolved 



®*fit's 
Off mi. 
UmBk 
dnidt Jr'tmlfv 



Mfrirjp 
ilr it on * P^ rl tv Nc-lc, 
;/ol f "4flrfrnv5rfW.i/r 



2. Review clji cm issues at learn meetings. 

* Include a review of current issues on the agenda 
fore 



uct he lore a^sen in^rt the pnvect p _n 
1 When an iwue is resolved, use istticstbtfocrnto 
record thedaieand ro dweribchow it was re soiled 



far 




How to Croat© 
a Project Plan 



A project plan is written by the project team and 
approved by the sponsor It describes what the team 
plan* to produce (the interim and linal deliverables) 
and what resources ate occded to produce it Creating 
a good project plan makes it easier for the team to 
successfully execute the project. 

The overview chart on the next page show* nine broad 
categories of activities that are typically needed to 
create a project plan. The activities foreachcaicgory are 
listed in charts that are simitar to the overview on the 
nexipagc. Use the overview chart :o locale these activity 
charts, then fhp lo the page you need. 

i peel fic activities that your team will need to work 
on depends on your is type 1 >2 or J* 1 1 

your project b lype 1 <r Z justsome activities will 
iwed b* completed, your project type J* your 
:ea i will need . . 1 riplori^llx ill \ laiimi g * 
To your teamneeds 

•n activity, use these three methods: the "When 
you (hechamand 
»tal*m*»;» for each activity and look foi lite key icon 
that represents your project* Check these landmarks 
and your team will havca smoother joamev* 



UeFofc 



L^r^delc™ne>vur project 



re ptDOMfl 

tseepag; 

Legend Key Tarms on pafcc*1 
you encounter an term, 
deliverable*/* defined on 
pa^cs lo and 55 
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An* va*c*x *M *-ryt 
teen -dadofimeiMU 




tear vc'^L'i-'p 












.h. — *• ™ 
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tai 




H 
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Define the 
/\\ Pr oject Sco pe 



The purpoic da project:* to produced unique product* 
process, or plan {a froal deliverable that will 
*au*fyacu»:omeroragroupof eiutomcrx.Thc project 
scope define* who the customer* arc. the final 
deliv enable* that will be produced for (hem, and the 
criteria that Ihc customers will use to judge their 
satisfaction with the deliverables. 
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Expand on the 
Project Scope Description 

Why do it? 

To make sure there is agreement between the project 
and customer on what the final 



team, sponsor, and customer < 
deliverables of the project will be. 



How do I do it? 

L MakesureevcT>*oneonthet«murwler»tan<lj; the 
"Overvww of (he Project Scope" section of the 
project charter 

• This section of the projec: charier defines the 
following: 

- purpose of the project 

- name of the project 
e project 

1 needs and requirements 

- the final deliverables of the project 

- Iheorguni/jiuoral goals and organizational 
deliverables of the projec; 

• (f ihe team does no: understand the scoped the 
projects* described in t hoc harter.tto team s hou I d 
a^th^^p<>nsorr<»ccla^ficalionl>e*oronwving<w 
with me project 

Z Wntc a description of the final deliverables that 
will be produced by the project. 

• The charter ideniifieslbe final dchverublesd* the 
prtvect, but it may not provide enough delation 
the features * * ibe final deliverables. It v tic {cam's 
job to write a detailed description of the final 
deliverables ao Thar the sponsor and or custorocis 
have a complete picture of what will be produced 



Eapaitd on tha Scope Dc4cripuo<i 



® 




3. Define the customer)* criteria for acceptance of 
the final deliverables 

* Review the section in the project charter where 
the sponsor has broadly defined the customer*' 
criteria for accepting the final deliverables 

* Is the sponsor's list of criteria complete? If not. 
add the nccevs ary detail abouta specific criterion, 
and 'or add additional criteria to the list. 

■ The criteria should describe results that are 
Important to the customer 

* Where possible, make the criteria measurable. 



***** nm 



drrnrff. 
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mn 

vrMtfr^^Jr... 
irriira^dca^nj . . . 

protect an 

prow*, or pi**t that »cnr*ffli to meet an 
. rgan ,_;r \>n:\ arvrf. 4 attforner aeraf.J 

TV fawi al?*? nerd* to rrwir any tiegwiEaimai 
$a*!*fvr Ihr project thai ur re defined t*y the 
tfonsex, w thtt they nan/ be *t>TVf^ m 
theprvjeet pta*. 

See pm 1*> for further danfratwn ef 

IBM M»«J Ntfj * h J WW nvrtf Nr*. 



Determine What Interim 

Nood to Bo Produced 



Why dolt? 

To describe in detail the things that mutt be produced 
by the team. before the final deli verablesarecompletcd 
Turn-arc the buitdin^^kKV*fwdevoloptii^il>:pio*'ci 
milestones* schedule, and budget 



How do I do it? 

1. Define the interim deliverables that will be 
produced for each final deliverable. 

* AnintenmdclivcrabledirecllUeads to or support* 
the production of a final or organizational 
deliverable 

* The team need* to define all n tile interim 
deliverables that will be produced from the 
r>eginrungl;fe-c)cta stage (for the dehverab!e)h> 
thcendingstage. For example, if a final del iverabte 
stans at life-cycle ata^e 2 and ends at life-cycle 
stage 3 r the interim deliverables that must be 
definedare those produced only in stages? and 3- 

* l teethe bciictk ^ lifc-cyclcacTivity description* a* 
clues to what uriaiiudcliveiablcaareposaiblcfor 
your project. See the table on pages 57-5H* 

* B~ your organization hat its own tifc-cyclc *£a£es, 
use those instead d the gencne example. 

* Check the ' parking lot" and the issues list for 
idea* that rmtthl be interim deliverables 
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Lrfe-Cycle Stages and Interim 
Deliverables for the 3-Day Conference 

Tin* (able *howsr the tite-cycle 3tage», activities and 
some of the interim deliverables for ihe 3-day 
conference. The team deleted the generic activities in 
ihe table that did not fn the cwifacDce. 



the 

fiat 

and'oss. 
3trV*thc 



'Pruifrj-vB^ 
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l*s*g/i 
orptan 


OPfl 

theptan. 


a«Jscn*uc(wt 
erf laoim. rcoti 
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Test or 
Jnstat 


TfanpHCM. 
rtfiaJLaqupnani 


•Trained 
COn*ar*re« 
■torkor* 

. ;t -:- u : 


4 


Produce C*r 


Lr0«mantthaptvi 

My. 

CultOi - ** 


• Contowca 

• Audiotape* ot 
a*46*ons 

• Cor*arfi*x:« 
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Life-Cycle Stages Table continued 




Rsturt resource* 
tpcvplc. 



tte 



roc>vk<r 



ttfeflk-doam 

' Conference 
materia I^q 

ttnek <r 
recycled 
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Pon t fcrtrt akohidtfrttiw the vttrnm 
JrtnvrtHriiiwwitrr™*** ivyanhitHmai 
ddnrraUei trWi samt 
th*l fan Anii* T fWaia*¥*l 

awfrwvrrnw! u ^PrtW' Afo»«SntaWf 
EvaltutkM Ike v..-".- . 

in iJtb rrr*Tt rv^ritt JtrJ mJi in IrtWyrfr 
adeMgWiwaUslfaJlibWlD 
orr Jto*r that arr rn'itl/if the kAMMm 

^nf craMB^a e*rf 

ftrktrf * 



Define the quality criteria for each interim 
deliverable if the interim deliverable could have a 
significant impact cm the quality of a final 
deliverable. 

* Monitoring the quality of interim deliverable* 
help* to eniure that each final deliverable will 
meet ihe customer** criteria far acceptance. 

■ Where possible, nuke the criteria measurable 



® 
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jwfmw ifrfrirablri projtci 1a 

to rfsrwmi # <jif a lify Hsu** 
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Internal Quality CMena for tt 
3-Day Confer «rce 



Final Internal Quality 

■ Araj -flcfaobgfvonby 
of * focus group the topics 
selected for the conference. 



Ctmtertncs 
^naecmcnt* 



A rating of 
confer ence 
Internal rating 
evaluates 
performance. 



or 



S for oach 
based on an 
t - -t ■ 

prior speaker 

ir 

nd on. 



of all trie sessions 
are included in the conference 



♦ Quality of 4 or 5 on an 

internal evaluation of 



• At 2 hours per day 

opportunities during 
the thrrtrt-day conference. 
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Determine What Processes and 
Project* Fall Within the Project 

Why it? 

To identify whese the team's responsibilities for the 
project Atari and end. Project* tend to intersect and 
overlap withothci activities m uttoigamtaiion* 'fltc 
team needs to know the activities included in the 
project scope and those that are excluded. 

/ it? 

I, Identify the processes thai are part of the project 



• A prices* i* a set ef step* or acti vilie« that allows 
a person or team to produce the same outcome, 
wish minor variations, every time the process is 
applied 

■ The project scope is a description of what interim 
and fatal deliverables will be produced. 

■ Rcvicwther^ccfKinteRmandnnaldetiverablex 
10 identify the processes thai will prod.icc those 
deliverable*. 



3-Day Conference 

Itvpnxe^Alhatata of project 

* Contracting and - 

* Marketing process 

and 
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| aWirvrdMrt of Af prop-i I thit uovr lc*m i 





Identify an> procesmtbat mil itjtnifle*nt h affect 
the project or that will be significantly affected by 
the prnjcvr 

* Do not include processes thai art? pail of thv 
project scope. I Those identified in Step I) 



propel uvuatlvprvnb 
| attc mptf , fcmtrwr. the 
feepmMf* 





The process that w affected by 3-day 
conference, but is not par lot Ihe project 
scope Is the: 

and or dor-la king 



Identify any pr*j«l* that will Ofcnlrkanrly a.lect 
the tram'i project or that will be ai K iiilu-aiitl> 
affected by the tram's project 

* What other pro; ecu, if any, overlap with your 
tcara'i projcci? Could their activities or the 
deliverables they a ill produce get in the way of 
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* |ej^ tjffpjefl fciaafl \ HaaJflBptaj^ta^yottttesa 1 spro*^oct 1 

bui arc not the rcipousjbiliiy of your learn? 

* What project will supply inputs to your team's 
project? 

* Do not include projects that are part of the project 
scope. ($ubptojccb foi example.) 



depth of wur 
Th* irvm wulJ 



wry 

HOJ IfftrftttlJIt rprvfa 

that rwf iwprmvmrnf unfm fht*\m»««*r 
appvowj tkh inuuiwmenl. 



r prn 



■ project* that arr ntxtttw 

®^jin*r*bltttt£\ timely 
fgej-t ydvr pretfeet ttam * activit i*v Fir 
another li ting * procedure 
for uti*$ pitrrtattifs tank and j 
been kwdesi$n t\ 
thhr punhmittn drin 
heves mefr on 
ypurprcpr if iht 

from the e* ic pffJf ttipctt your 
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Create a Tree Diagram of 

Subprojects and Work Assignments l\ 

Why do St? 

Todivide up the work of the project and to assign that 
woiktotiubptxiieoIi.Tbrtieedia|uainihow^ata|tLince 
what suhproject* will be carried out and which people 
will be hekl accountable tor inakiiuj sutv tlie work 
aMiejuncnUarc done. Suhproject membcrsthen convert 
the work assi5snmenis into tbeir own project plans. 

How do I do it? 

1 Cratealbtoisubprojocu. 

* A*ubprojeetrcprc^toachurikof«wk that will 
be nversecn by a proicct team member. 

* Subprojccts should be atiftned with the ^^ty the 
organisation breaksdown work (work unit). 

• Processes that ate pait of the project scope 
represent natural wuik breakdowns. *u usmgmc 
hsi of processes is a good starting point for 
detcrm in i ii.fi fubpi ojccis. 

your organization breaks down work by 
fiinction. jieopraphic Vocation* oi by bu&inessunit, 
use these distinction* as starting points for 
determining (ubprojects 

• Subpsoiectsmay slso include 

the boundaries of the work unit. Tlx subprojecl 
team representat i veor leader will be responsible for 
cooidtiutiii£ihat wo:k with otbr* week uruU. 




include the 
drfinrntWrt waT/fc. 



Croaco 



Work 



1 Create a trvv diagram uf *u t i ;i r ■ jcctt. 

* Wlfft I In ii mi. .if thcprojixtonth* SidCftf 
a |>J'A - "I lb;x-Jnr 1 p.i[ii r, |" ■■ ji i' 'iiuii'Li i.i.M yi*H 

have room tuv*p*4ftd tht- dbt£mmfrt>m left to tight, 

* OntbrfWtirruf brunthenwritr tifthe 




3 



5iOproj«Ct»«nd Final 
Person Accountable 




to CriMc a Project 



X Assign a team member lo lend or represent eneb 
subproject. 

* The person who it asked to lead or represent n 
sabproject will be accountable for ciuurinjt thai 
the deliverable* for that subproject are produced 
on time ^nd within the limits and constraint* 
determined lor the projoct- 

* Add the name of the person accountable tot each 
subproject on the *ubpro)ce< branch. Only one 
person can be accountable for each subproject. 

* The project leader will be accountable for the 
"Project Managcmcnrsubprajeet 

torprvfoct s* type J. tack tjfco iff 
vxvuttiahit fir s&ttprojAt nttdolha 
/wpir the ?ubpt»} t vt Jrfiwrablt* 

therefore becomt /mm 
Mibpro/etilttider nnxhtc 

_____ u^uft 
Ihf >ttr»prj»yvt ftirtilvrs tocrt&fo 
subvrojcci bfpr2 projtct. ptrscn 

who *s fcwuntMt for 

ihi will mil h* 1 Jtttitry d aa/^rcyAl Mom. 
rAi* pm&t to rV $utcr*rf_f ilt caitpttttnx tkt 
Ji/frpryjivf awrfc ''- ■ - - - 
'V^yrt^ftf rrprnvrrhvclcf* t&cr&lf a chfflcj dr 
kborhtr ajtn tubp'ijert work ana* fiwtr* ir 

Define the deliverables that each gubproject will 
produce. 

* Etch subproject leader or representative should 
identify what deliverables the subproject will 
produce at the end v** the subproject. TKe*e are 
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Work 



* Writcthcrjrr^wf "i^e^ruhubprnjccidclivcrpiblcs 
u:i tlx ncxi biantli to the tight tt each subprujccl. 

* IT team member* are having troubled fin: r.g what 
final deliverables each subproiccl will produce, 
they can bra? n*lorm possi blc ~e 1 i verabf cs , placing 
cadi one on a Post -il™NatC/_b_ team should ask, 
"Is this* deli vcrablethatw-ill be produced at the 
end of the subproject process?" IT it is. place the 
Po«-ii^Notciicxttoihcdpproprwtc8ubpr^cei. 
V it itnX put it in the "parking lot" for possible 
use in future step*. 



Ox 




i. Review the list of interim deliverables for the 
project and make sure that each one H included in 
asubproicet on the tree diagram. 



The** interim 
% prnjiAftd «k m mult of 




3-Day Conference 

Tr* ntttiSanlrtai prf^itelveraote 

_tof« *r,y the 

llisatynttala tte plans Gyeacn 
*_Oprp;oa. Note for *corftrtr\tt 

pj*f the 'Pfojecl 



Hi'^ftt the ira diagram. 

* Are there any duplicate deliverables on the 
branches? It so, decide which subproject is most 
appropriate and remove the duplicates. U the 
tame deliverable appears in more than one 
wbprojccv the team need* to determine who i% 
really accountable for producing the deliverable. 
Determine which duplicate to keep by asking. 
"Who is the best person to ensure thai thts 
deliverable pets produced?" and then eliminate 
the others from the tree diagram. 

* Have any deliverable! been overlooked? - so, 
add them to the appropriate lubprojod 




Thn graphic design and printing process * one of 
five processes ire par! con/erente 



Infinity, »4v?i the team vras ckmti 
the flf&ohlc design and 
-i ^LJbprojoct. 

dCWTlTrLrhrttl 

the pofetc^rrf. brochure, ccaVeronce piocrxav. 

The tan Quickly realized, however, that tn e final 
graphs; end 
were rorr 
underthc^^rqexa&caled and 
"Program Thefnfcro, Iho tea^i 

"Gfaprsc as a 
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Work 



i 



Complete the 
List of Required 
Reviews Approvals 



Most deliverables, eilher interim or (mat. have to be 
rcvicwedand. 1 o r approved he fore they c An he del 1 vered 
10 rhe customer* Dcfmui£what icvtcwsand approval* 
should he imepraicd rmnthc project process allows the 
team to gtricculcaiid coordinate the review activi lies. 
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Comp!*t©th«Llstof » 
Reviews »nd Approvals J i\ 

Why do it? 

To complete the initial list! of reviews and approvals 
1?ut was included in Ine project charier. The tcarr. may 
find in reviewing!!** charier thai there arc additional 
people on the learn or in the organisation who should 
he included in ihe review and Approval process % 

■ j .-tirlvfL'i»((.i^ljs(j!LvtciiiK,^iii'lLJ [ lv thcscarfjl KlcS 

in > be project ichedule and thus make sure lhal they are 
coordinated And completed on lime. 

How do I do it? 

1. Create a table that shows what review* and 
appt ovaU arc needed for the pi o;ccT 

* Include: 

- Ihc name of the deliverable thai needs to be 
reviewed 

-ihc person who will citstire that ihe deliverable 
gets produced 

-Ihc purpose d" Ihc review 

- Ihc names of Ihosc people who will provide 
review or approval 

- a column for the dale the review or approval 
must start and the date which n must be 
completed 

anrf rustoowr ,\:r 
ktrp ^.,*m-*#* iifamriaf a 
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Daft 



torn 



fudr 



id 



otihtpr&jtxt. At*& tneiude a*w interim 
^^tMWldWnvriifVfti that might mpirt 



I, Fill in ihe table with ihc relevant information 
from the project charter 

* This in! on nation tan be found in ihc "Required 
Reviews and Approvals" section of the project 
charter. 



® 



outntdt 

rrwWi, publ&b / tabh rwW v enough 
pjj.lMi' wntH info sthrJufrt 



ttramiirpdfr 



3. Determine if additional reviews and approvals 
arc required. 

* Additional reviews and approvals can include 
team members. departmental markers, other 
outstcc stakeholder*, c*.c> 

* Add the appropriate information lo the table: 
what will be reviewed or approved, and who will 
do it 




uh nim rt&tirrmenl 



The 3-day conference team identified some reviews 
that were needed in addition to those listed in ihe 
chaiicr. 



Raviftws Approvals (partial) 
for the 3-Day Conference Project 



Anil 



St Alt AIM) 

End Data* ^fproal 
(CompteU ***** 



Olttyi^l 




4- After the project tchcdulr has bwo 

add in (be date* for when each review thould 
and end. 

* The schedule d project activities includes the 
slan and end dale* for each activity that mial be 
done fbr the project This type <k schedule is 
explained more fully on pages 102-109 in the 
section called "Crcalca Project Schedule*" 
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As the 
oonncctod with 
the Project Scop* 



Any propel tut* some degree of tuk,Hus nsk i* 
atcd with the organiWion'sabHity tocrcatcdeli vcrabl^ 
thai conform to the customer's criteria fur acceptance, 
lite risks :httt arc discussed in Ibis section include any 
thai could prevent the organization Irutn 
meeting the acceptance criteria. Typical obstacles 
include an inability lo Online nghl people who have 
the necessary or expertise* and the inability to 
access th* tcilwolugtcal know-how (hat is needed U> 
create the project (Obstacles tn this case 

arc no: limitations related to time, people or money.) 



Whan you 



' ft.M 



fir— ■* 

Rrul 
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the Risk In 
Producing the* Flnel Deliverables, 

Why do it? 

To inform the sponsor, and the customer when 
appropriate, el" the degree of n*k connected with (he 
project scone, and the countcrmeaMircsthat ihe team 
has developed, if needed, to bring the nsks down to 
!cveU that are acceptable to Ihe organization. 



How do I do if? 

L Assign a riskrnting to the team** ability 10 produce 
each final deliverable. List the reasons and assump- 
tions for the risk rating aligned by the team. 

■ Use a scale from 1-10 to assign the risk rating, 
with 10 as ibe highest i bk. and I a* the lowest. 

* Alown^ra^ing<l^)meanstherebalowdegree 
of risk or uncertainty involved in producing the 
una I dclivciabtc according lo the customer's 
cr.lt i ia foe acceptance. 

* A moderate risk rating mean* there is a 
moderate degree of risk or uncertainty involved 
in producing the final deliverable according to 
the customer** cnlerta for acceptance. 

* A high risk rating (8-10) means there is a high 
degree of risk or uncertainty involved in 
producing the final ddiverablc according to the 
customer ^ criteria for acceptance. 




Lo*rtfc 
LcwiawareMr 



Aaaaaa tho Riak 



*jjb« »'» fli|wMrYa/ 

X Compare the team 1 * risk mtingtothclimitdefincd 
in the charter. For each final deliverable that has a 
rUk ralingabovc the limit, create cMm:ermeasures 
to bnugibv risk down to the limit 

* Brainstorm po&tible countermcasurcs that will 
reduce the risk One method loridcimfyingrisks 
and coumcrmeasurcs is to use a PDPO (Process 
Decision Program Chart;. Consull Ihe Mrm#n 
Jocecf™ pages 160- 162, for insuuetions 

to use this tool. 

+ From the braiimormcd list of counter™ ca.su ic&. 
select those that will bnng ihe team's risk rating 
down to the limit If a limit was not set by the 
sponsor, bj uiy tire risk rating dowu to a level that 
is acceptable to the team or gel clarf.caiion from 
ibcgponvor on what the acceptable level of rak 

* If the team cannot bring the risk rating down to 
the limit this issue should be added to the issues 
list and the project leader should resolve it with 
U*e *pon*ot. 

hr&nj ntfrnjf 

suob mOhtv.t* 
gQthrtdfndda However, if 





® 



Jeiivrrablf 

refine. lAespwtw/s frar?. If the 
jfVrv vurtera 
rtducfiht 



Klak Rating Vvnuvtha 

Limit for tha J-Day Coifaranca 



or 



Reason 
for 
Risk 



Tern's 

Risk 
Rating 

Ccirtere-K* 3 

•re 

hardiotrtd. 
bring the 

downlo 9f>on*0rV limit) 

I Offer t o pM\&\*eteCUdfep&$ in a 

magazine. 
Z Constderan honorarium for speakers. 



Risk 

2 



X A«4i£n a person to be accountable for each 
counter measure that U chosen. 

* Ihepcrionnmut bcamcmbcrortheproject Warn, 

* The pmon wlo Is assigned ro a coimifrmcaiare 
U aceuunlsbl* fur making mrr il it earritd out 
correctly. 
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i Accountable lor I 
Chosen f or in » 3-Day Conference 



Final 



bk 



to publish 

a monthly 

Consider an 
honorarium foe 
waters. 



ACCO 



Airy lec t 
Program 
Do^ooment. 

Amy Lee, 

TViijtram 

Dcvetoprccnl 



IDltij 

chants in tew 



Ikattmitd 
s*eh 



Complete the List 
of Required Project 
Statue Reports 



the project team 
— lo know how 



is for 
member*, the sponsor, and cu 
the project is progressing. This is accomplished 
through progress review meeting* and prejecUtarut 
report*. (These review mcctingi arc dc*c:ibcd in 
Chapter t\ How to Out the Project) Status 

reports describe the progress the is making in 
pelting the deliverable; produced, in slaying on 
schedule, and in meeting the staff time and spending 
expectation* thai are described in project plan. 
Thcscstatu* report* will problems that 

arc occurring, or have the potential to occur, with the 
production of the deliverable*, or m trying to in 
the schedule or the budget. 



• aconrfcto 
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Create a Complete List 
ot Pro|ect Status Reports 



Why do it? 

To keep everyone informed on tike pi o£ics* the team is 
making in producing the project deliverables or in 
ipcuduuz the ci£anizatio:i's icsuuiccs. Ibese icpoiU 
provide an update for the Team, the sponsor, and the 
customer OB the current *Lstua of the projocL 

How dot do it? 

L Create a list of the reports that will be required 
to monitor the status of interim or final 
deliverables. 

* On the list, include the following 

- Name <£ the report 

- Person who is accountable for the report 
-Date reqiurcdor frequency of the report 

- People who should receive the report 

- Content of the report 

* Include report* that were requested in the 
charter. 



Partial LA ot Reports Needed to 
tho 3-Day Project 



n 




Ccaftfnrton 

nvjtwitiai 

PMaMM m Ul 
nth*? fe | pi" 



Cow^o? 



Marina 



00fU 




® 



thnt ri-pprf * , 



WW soWirir to 



Alio 'f i -I ^ r ^-- siofm repvN on arn/of 
irV pryimistflOft*.' JrfitvnjhW end rffinfm 





how the resources of the project, (time. staff, 
money, equipment) are being used. 

* Include the same information listed in Step t 
fnamenf report, pmon accountable, ctc<), 

• fncluderepoiis that were requested in the charter 



jit*- 
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* Usually the content of a italu* report compares 
the estimated to the actual, thai i*. rhc difference 
between the team's expectations, which are 
deacribed in the project plan* and the actual 
expenditure of resource* 



v 



I* fhnmng tokaw regular 
u!tL< o/ the j 




of Reports «e*tfrd I o Monitor ffte 
r/ie 3-Day Ctwrferevice Project 



erf 

K*p*)rt Frequency 




Review learn 
Membership 



llavine the ri £ ht praple an the team ran the 
difference between .1 successful project and a not-ie- 
aucceuful uiiflal rumpoiiltoi team ni» 

at pin of the charter, n of Ihe 

pro|eer plan, the team nraia to review the composition 
or the team to sake wire carh pcrsan bring* the right 
fcsnd e*perti*cia chc and represent 

Che project > stakeholder*. 
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Review and Modify 
Teem 



Why do H? 

Tc-crcatc the best possible team, so the right people are 
involved in the project and that they have the 
appropriate immbership status. 

How do t do H? 

1. Review the membership of the team to identify 
any gap* or overlap* between the assigned team 
and the skills ami expertise required 10 carry out 
the project. 

* ftlurrcajcgdp^orovcrl^inAilUandcxpcrtUc. 
recommend changes n membership that will 
provide the team with the right :nix of skill* and 
expertise, 

* People can participate on the team as either a 
regular team member who attend* all team 
meeting*, or as an ad member. Ad 
membctsarc required to Attend team meetings 
cetly whenanagenda item requires their presence. 
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3ubr 1 tvm mtrntmhtp t* taify 



try to 
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Identify uSe key stakeholder* that should be 
represented on the team. 

* Key stakeholders include department* 01 
functional areas of the organisation that will be 



tied 



ijicv aist 
ierKofthe 



•Key stakeholders can alio include suhprujeets* 

by Mam 

members who have regular membership iut^ 
ainee these team member* will represent a 
xubprojector IcadasubproiecltcaMD. (Only type! 
and 3 projects can have stakeholders that Include 

aubproicct* since type I project* don'i bave 

■ The team needs lb determine what membership 
Status the customer should have, if any, 

* Supplier* and xpzeial interest groups may also 
need tube represented on the team. Tnc statu* can 
beregularorad depending on the anticipated 
level of involvement tf" the team member 

• If a key stakeholder docsu'c need a team 
representative, assign a team member to act at a 
liaison for the stakeholder 

intrtobtm the ttnm.Cmt&rfveiY group 
ktterttt m tht pnfffcf avid thru dewdr 
™ Aryi evnrpwitkkif of tht Irttm «. 
Stalrhtddtri uitt krpt informrd t$ the 
r*a of the pre ih&ugk pragm* 
K they Am to -ndttwm 
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Review Team Membership 



Kalph Panctta was originally atiigacd n> tie a regular 
taDajntmlHT, however, the team decided id 

include (he activities of hi* department under the 

aod "J'iu^r Jill Development' fiub- 

projedS. Katph dnnn't nMd tu he on the leam t so 
He fervc i . n ad bocratmberon tin- two 



r^StatehoWpn* cflho 3-Day ContVence 



Key 
Stakeholder 



Team 



Team Turn 
Status Mcn-fccr 



Amy 



Dctciminc whether olhc; processes or peojeeb 
should have represents] cm on your team, 

* f.'o:Ketdci4Ki]y Uieprovcssc&and projects that will 
signiticamly affect, or heaiYecled by your project 
Include a rcpretentarive on the team only when 
he or she will be needed to participate in te 
t&eatmgl. 

* The steps involved in idenii lying the \ 
and projects thai may rignificamlyaftcct thctcom's 
project (or be affected by it) are discussed on 
P*|S« rtMft* under '•Determine What Processes 
and Projects hall the Project Scope" 

* IT the process or protect doesn't require a icam 
representative, assign a team member to act ate a 
liaison* 
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Other and Affected 

by tho 3-Day Conforanca 



or 

Project 

project 

andortor- 
taking process 

Uamtonhlp 
dnve project 



Tram 
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Lyte 
YtnCo* 



T*am Toam 



A/ryU* 

Ad 

No»o Amy Lee 



Compare the proposed team to the ;eam assigned 
by the spunsor. 

• IT distfcpanctcs exist, include them as issues on 
the issues list that the project leader will need to 
resolve with the sponsor. 

Periodically tcavc^ team membership 

* ff changes are made to the project scope, reefscai 
team membership to determine whether the team 
is sti II composed of the riftht people. 




Project Schedule 



The value of creating a schedule is la provide team 
members with a means to coordinate their activities *o 
they may meet ihcii deadlines* A milestone schedule 
allows the team to take the goal of 1 the project, (tocrcate 
a Coal deliverable), divide it into major aubgoals, and 
assign deadlines to eaeb A deliverables 

schedule isused toshow the delivery dates for alio/ the 
project debverabks* An activity schedule shows the 
duration and completion date tor each project and<or 
subprojeer activity. Once an activity schedule is 
completed, the in lb: ma i: on entered intoa project 
management software program, which will provide the 
team wilh a way to update and monitor the schedule as 
the project progresses A Garni chart shows the project 
schedule ai a glance, and is useful for both the project 
team and people ouUide the project team. 



you 




fan 



Crirtva 



a ca o Mayg n E*ot*ci 



How to Cr«M* a Project Plan 87 



Create a Project ScJ^dul* 



Construct a 
Milestone Schedule 




Why do It? 

lo establish uilcrtrn goals and deadlines thai will guide 
the pr^cct team's progress toward it* ultimate goal 
The milestone schedule is the foundation upon which 
all oiht: project sehe iiiks are built. It provido* the 

team with an understanding of the sequence of major 
accomplishment* uf Ihc project and when they need lo 
he completed 

How do I do it? 

I. Define the atari date foi the project and ihe date 
thai the team expoctsto close out the project 

•To begin constructing the milestone schedule, 
tape some banner paper to a wall 

* Draw a lior iBOnttl line akxig (he butlom of the 
paper to icpresem a that cixompa&scs 
the entire I cngthof the pmjeel 

* At the beginning of the line, record the date thai 
Ihe project started. 

* A project usually start* when Ihe project leader 
receives (hecbartcr. Ho wcvcr,d the piojcci leader 
iloesn't receive a charter from the sponsor, the 
staii date U when the team begins to create a 
charter cx" its own. 

* At the end <f (he line, record the date that the 
project expected to be closed out 

* A project is closed out after the final deliverables 

from the custornerandsr^^>f hasten received 
and evaluated, and the results of the project and 
ihe team's learnings have been summarized in a 
close-out report. 
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* J^vidcihelKnizonUlimcmtonnieperiods. Mosi 
project timelines will be divided into weeks or 
months. (Weeks for shorter projects, months for 
longer ones. I 

2 Rocoid the da;e for when ihe team expects the 
sponsor to accept the pro iect plan. 

X Add the deadline datei lor each final deliverable 
at rhe appropriate points on the timeline, 

* InedcadtincdaiesfrVrhefinnldclivcraMesshoutd 
have been provided in Ihe charter. IT these dates 
were not provided, the team will need to decide 
when they think each deliverable can a ndshoutd 
be delivered. These datos arc referred to as 
delivery dales, 

■ licaolniedaicsando^liverydatesmaynoir^the 
same date*. The deadline date is when the 
customer expects to receive a final deliverable. 
The delivery date is when the *ccm thinks it can 
have the final deliverablerendyforthecustomcr 
lire team can set a dale that is sooner ;ban the 
deadttneoru^sameasmcdeadline,butme(eam 
cannot seta date later than the dead one. without 
(uv. mrgoiia(ui£ a change to Ihe deadline dale 
with the customer ancVor the sponsor. 

* If theteaju think* iImi a final deliverable can be 
delivered before the deadline date, and an carher 
delivery is a project priority, use the earlier date. 
Hdeitf iryin^tvjccipnorirleas discussed on y> > 
35 and 36,) 

+ Trie deadline dales foe the final deliverables are 
milestones for the execution phase of the project 
L>ur uig the execution of the project plan, the team 
accomplishes the t j »ks of the project to create the 
required deliverables. 
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4. Addaddrlioual milestones for the execution phase 
of the project and assign a completion date for 
each milestone. 

*0ne useful method for determining milestones 
Jet Ihecxecuuonpha*e<whe:itncde:iveca3le*ol 
the project are created) is to set dates for the 
completion of each life-cycle stage for each final 
deltanbfe. 

* Ararther method [s to review the list of interim 
deliverables and select the most significant 
deliverable dale* It the project [Hi I tf ■ ■■ ■ ■■ ■ 8 ■ ■ j 

what interim deliverables need to be created lor 
the project is discussed on pages 56-oft) 

numttti 
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5. Assign a risk rating to meeting the deadline date 
for each final deliverable. Lisi ihe reasons and 
assumptions for each rating* 

* Use a scale from 1-10 to assign the risk rating, 
with 10 as the highest risk, and 1 as the lowest 

* Alowntl;ratmg(l-31meaTis(hereisalowdeejee 
of risk or uncertainty thai the deadline date will 
not he met* 

■ A moderate raring (4—7) means there i* a moderate 
degree of nsk or uncertainty that the deadline 
date w II not be mel. 

* A high rating (H-IOimean* there is a high degree 
of* risk or uncertainly that ihe deadline date will 
not be met. 



How to Creata a Preset Plan 91 



2 Construe! Mitastoru Schedule nan 



* Lui tiiL.' j."Mi.it.ion\ ( uncertainties, andn^ksttiat 
factor into the team's risk rating. 

* U the ..jin i rut rating is 4 or higher, reexamine 
the assumptions thai the team made in treating 
the milestone schedule. U*tanycountcrmca*ures 
thai could be used 10 decree Ihc risk of not 
me? ling the deadline date*. 

* U the team cannot lower iU risk rating to at Ic&rt 
a J. add this to the issues list so that the project 
leader and the sponsor can discuss it 



Rating Assigned 
by the 3-Day Confer* nee Team 

fie dataSTor the f nal dtirverable. 

the are September ard29. 

Team rnambe/s agreed on a erf 1 

they are confident that all 
y wil bo 

(Or there wont baa 
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Create a 



Sch*du 



•A 



Why do it? 

To help the team coordmare the ''hand-oft 11 of interim 
deliverables ft om one pet son (the supplier) to the next 
(the customer). A deliverables schedule shows the 
sequence *f deli vera olefin he created, from Itnti to last, 
and who it accountable for mce1m& the delivery date 
fur each deliver* We Jt provides the learn with 4 way to 
keep the production of (he final deliverable* on track. 

How do / do it? 

L Create a diagram onhanncr paper that will show 
the flow of allihedcliveiables that wiJI be created 
to: the project. 

* To begin constructing the deliverables schedule, 
take a piece of banner paper, at least 1 0 feet long, 
and rape it Baa wall. 

* Draw or tape u copy of the milestone schedule 
alorp the bottom of the paper to createaschedule 
lunelutetScer^^89^iorinsu^c<ioiiwH^ 
to create a milestone schedule.) 

* On one end of the timeline, draw a vertical line. 

* On the outside of the vertical line* draw the tree 
diagramof gubprojccrsorsimplylisr ihc names of 
each Imal and organisational deliverable for the 
project and for each fubproject. grouped by 
*ukpro»cct. Leave enough *pacc to fit all of the 
Posi-il^Note^oTtnkJTtmdelivcraWesnexllolhc 
name of ihc futal dcuvcrablc- 



*utl*4fll_ iscreaiing 

"llnaoUr.-^lfirJ 




Create Del ivcrabT** Schedule 



Tb begin, tape a copy of your milestone schedule on the 
banner paper and draw n veiticat line on one end. Next, 
recreate t*r tape a cony of the tree diagDUOOf tubprojeet* 
tor your project on the outside of the vertical line. This 
example was created by the conference team. 



Creating a 



Step 



(from n*5; 




Schedule 
jfrcm 



Write the name of each deliverable (interim and 
final) on a Peat-it™ Note. 

• Include all the deliverable* that will becreatedby 
both Ihc project team and the subproiect teams 
These Pow-it** Notes will be used in Stcp*3 and 
a to construct the deliverables schedule. 

■ For type 3 projects, put the name or imtiaUof the 
subproiect on the top of the Post-it « Note 

• Ob each Pun-it™ Note, add the name of the 
person who is accountable for the deliverable. 

• Leave space on the lower right corner of the 
Post-it™ Note to add a delivery date* If a 

deliverable j":udy r»a*aiu*i )t*ncddeli1R*3 - 
add it to the Post-it"" Note now 

H wiff serr time if team memtben create the 
Posi *l™ Hries fir then iubp^ H *nJ then 
bring them to the team meeting 

for wry mm* orgaruZAtwmi deliverables. 



nan 



HowtoCr^atoa Project 



M Cr«*U Dfliivarabm ScfMduf* 



1ms illustration show* at a glance the instructions (bat 
aic described in Step J of the activity "Create a 
Deliverables Schedule." 
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1. Place the Note* created (or ita* final 

deliverables at the appropriate point* on the 
diagram 

• Align the final deliverable** with their delivery 
due* (along Ibc timeline) and with the comet 
branch** of the *ubpro;ect tree (along the tide of 
the diagram) 

A Alic,n the interim deliverables with the final 
deliverable* and the timeline, 

• Place each Victim deliverable in line with the 
appropriate Ural deliverable and inline with the 
estimated delivery date fort keinierirndelivcruble, 

• If any of the interim deliverable* arc major 
milestones align ihem with the milestone date* 

■ r>r aw arrows from each interim deliverable tothc 
next interim or final deliverable in the chain. 
Arrow* rcpicaent the activities required ;o 
transform one deliverable into another 



drtmrsKr orv and laM rffw fJt 
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® 



War* /?r tfi^nizflftfiwl 

drfrwrafctoi tin* w/ pffvr, *%>■■**, 
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5 Add delivery dale* to the Prcl-it 1 " Notes for the 
deliverable*. 

• Write the delivciydate in the lowerrigbtcomcref 
each Post-it'* Note. 

* Tht deli very dates; tor the ftna Idc liver ab lc?fchould 
be no later than tbc deadline dale*. IT this rs im>1 the 
case. go back and try to align the interim 
deliverable* so that the deadline date* will be 
met V this ia not possible, put it on the issues list 
to resolve with the *pon*or. 



Partial Schedulefor the 

*Je#?*« 




& Review the major milestone*, and revise if 
him Miiy 

* Add more important delivery date*, and delete 
less important ones 

■ If there are more than 10 execution phase 
milcjloacs. put them in order of priority, and 
delete the les* important ones. 



tort m 



time 



part* 




Interim ano Milestone Dates 

for the 3-Day Conference 

The project tearr decided thatthe subprojoct 
aeltverabieo "postcard mailed* and 
"Brochure railed" were crltcal tna 
project ana added tne milestone 

schedule. The deliverable 'speaker 

Mated- 



am 
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7 Place an asterisk on the Notes where the 

custom* rrs* acceptance criteria Tor the deliverable 
need* to be cl trifled* 

* Get agreement on the en ten a outride the (cam 
meeting The criteria should he written down as 
part J the documentation for ;he pcoiect plan. 

6* RevUit the learnt rink rating* for meeting the 
deadline dale* forme final deliverables. Revise if 



* Uscthciiulci4onc^hc^uIeu^iil^ic«mcicaicd 
U> check dates and risk ratings. 

* Now that the team ha* more detailed information 
about the interim deliverable*, their inter- 
depeodeiK ics»&nd thci r targeted del i very da tc*. if .« 
a good idea to reassess *he team** n»k ratmgi. 

* tf the team'* risk ratine it 4 or higher, reexamine 
the assumptions that the team used Increating the 
deliverable* schedule List any count crmcjiswes 
that could be used to decrease the riak of nut 
meeting the deadline dates. 

* f the team cannot lower its risk rating to al least 
3, add this to the issues list so thai the project 
loader and the sponsor can discus* it. 




wSirnsun fnr 





c r v. a I ■ an m 
Activity Schedule t± 

Why do it? 

To crcatca s^lvcdulcof the activibcs ttqofa cd to create 
aJl o/ the interim and final deliverables. Hie activity 
schedu leal low* the team lomakcsuTC thai each activity 
i* completed at the appropriate tunc, ^vtnch ensures 
that the final deliverablewtllaJsobc completed on time 

How do do it? 

1* Create a diagram on banner paper thai will show 
the flow itf all the activities that need to be 
completed for the project 

* To begin construe ting the activity schedule, take 
a piece c( banner paper, ai least 1 0 feet long, and 
tape it to a wall, 

* Draw or tape a copy of the milestone schedule 
alorunftc bottom of the paper to create a schedule 
timeline. (Seepage* 89-93 lor instructions on bow 
to createa milestone schedule I 

* endtci" the timeline* drawn vertical line, 

* On the outside ce* the left vertical line, write the 
names of the people who will be responsible for 
getting the activities of the mbprojeel completed 
(or the activitiet cf the project if you have a type 
1 project). Leave enough space to tit alt the 

it™ Notes of activities next locachname. 

* Separate the names of team member* front Utc 
non-team members. 

■ Draw a horizontal line actors the diagtam. This 
line should be above at) the name* of team 
member* and non-leant members and should 
extend from one end of the diagram to the other. 



How to Create a Project Plan 101 



102 CreateAetrvitySchedule 



- Above the horizontal line, and to the right of the 
right vertical line, list rhc deliverable* for cither 
the project or the subprojcci. depending on what 
project type the team has. 

~ For type 1 projects (this schedule is optional); 
ThepmjectiCftmshou!dHsTthcfiriatdch:vernh:cs 
and organizational fcliverableslbi the ptojeeL 

- For type 2 projects' The project team should list 
the final deliverables and the oigam/ational 
deliverable* for each tfubproject, or tape a copy 
of Uac tree diagram that shows the deliverables 
by subproject 

- For type 5 projects: Utesubprojectteam should 
list the final deliverahtesarul the organizational 
deliverables!?* the subproject, or tape a copy of 
the part of the tree diagram that isapecificro the 
subproject. 



tram ttf/nri nig if* 




2. Identify all theaetivitiesthat must be accomplished 
to create each interim and final deliverable* 

* Write each activity on a Post-it cv Note. Leave 
*aaee on the Post-it™ Note to write (he name of 



space ft* the start and end date of the activity. 

* Teams with type 2 projects will be completing an 
activity schedule for the project as a whole Each 
team member should identify the activities that 
be or she will he carrying out for hi* or her 
subproject. 



lObigiiMnpeacop) of ywrmUryfou*>cbedalt-uD!be 
id draw vertical licit* it tacheod of lb? 



r paper aad 
rImcttiic.On the left 
who nr* r 
member* and 
line above 
the other. 
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write thrnaavat of the 

>r the activities, both team 
members. Draw a 
Errj* of rhe diagram 

watercated the Marketing 
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Cr*ata Activity SchasM* 



* Teams wtrh type 3 project! will be rotnplcliiifl in 
activity schedule foi each subpcojcvl, but not for 

tbc project Ms a whole. Each suVprojcci team 
member should identify the ftCtMtttt that be or 
she will be carrying out 

* One way to identify activities is to refer to the 
RTTcw&on the dcJi v<»nble*schedulc t Tbe*c arrows 
represent the activities required to transform a 
deliverable into- the neat deliverable i» the 
sequence, ending with the linal deli veTitble.t" the 
team tian»J3tc»cadia:iowinti>aDac1tvityoE set 
of activities all of the activities for each final 
deliverablewillbeLMplurecLinLHe order in which 
they will occur. 

* In ibe space above the bori2onta] line of rj»c 
diagram, line up ihe activities needed to create 
each deliverable with the appropriate final 
dcHvctallcos subproiccl lUtcd on the ligluliand 
*>dcrfthediajp'amSci?ucrra 

from left lu right on tbc diagram. 




\ Vertically a! ten the activities so thai they meet the 
delivery dates for the appropriate deliverable. 

* Use the delivery dates from the deliverables 
schedule, 

* Adjust Ihe delivery dates, if necessary, to create a 
workable schedule that meets the deadline*. 

■ AAernllgiun^allihcnetivitics.writethesUrtdatc 
in the lower left comer of tlw Post-it Note and 
put the end date in the lower right comer 



After tit of > 
■'•*"> and end 



® 
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ton be 
JThrWfini/ 
liUjnth f*?m the firft 

Refer Memory 
c/iricaVftjl*. 



drffwy 
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exceed 

t/iVkciOrtf. Ibr 
the deadline due, put 

pwfnr* 

tnd/ortii nislflttirr 

4 Mov e all the Post-it™ Note* below the horizontal 
line of thediogram, aliening each activity with ihe 
person who it responsible lor completing it. 

■ Move the Post-il™ Notes toali^n thera with the 
uame of the persou who is responsible for 
completing the activity. Kccpcach PM-it^Notc 
aligned with the completion date for the activity. 



How to Cr*al* a Propel Plan 105 



Create Activity Schedule 



■ Add to e*chPosi-it~ Note the named" the person 
who r* responsible for completing the activity. 



$, Using arrows, connect one activity to th 
Activity in the chain. 

* TnUKdcliverAblcsscheduk.theanowsrcprescnl 
activities. En (he activity schedule, the arrows 
represent deliverables. 



Chert the xmm J* *rr if f *ni /rpwrt 
"7"^ A'tiHIfflL ftpbie thr*r\ with 9 



tor type* 



f ype J project //any 

i " .f *■ l:] I - ftfbpftljtCt, .r.Jl .l. 

rnvtoi ar 4 result c/ rnrV riffi v 



7. For each review llued in fhercvlewanri approvals 
labk* add a start md vnd date in the table* 

* Creating a reviews and approvals tabic is 
described in the section callec "Complete the 
List of Required Reviews Approvals** on 
pages " — - 

Revisit the team** ri*k rating for meeting the 
deadlincdaM Tor Ihe final dctiverabU*. Kevin if 
nece»arT. 

* Iflhe team's risk rating!* aorhighcr>dcfinc some 
cotmterrncasurcs that will decrease rhe team's 
risk loal least a 3. tf the team cannot lower its r isk 
to at least 3, add thu to the issue* list to resolve 
with the sponsor. 



A*stgna team coordinator to any activity that will 
hecompleTcdhysorrconeovrside the project team 

* Assign someone from tlve team, (or in rhe case of 
subpVoiects. someone from Ihe subprojccl team), 
who will be accountable Cot making sure the 
activity gets done. 

• Put the coordinator's name on the Post -it^ Nolo 
and markii * \ h a "< ' " IT*is wi I fertmtKhctCKD 
wluch activities need to be coordinated and who 
is rc£ponSjblc&* coordinating them. 



Create Activity Schodulo 



Tins illustration shows sonic of Lhc activities to be 
completed by the Marketing luhproject team erf lhc 
conference project to produce tbc postcard. 



Schedule 
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Draw a GanTt Chart 
Why do II? 

To display tbc major activities of tbc project and their 
duration. lhc Gantt chart help* both the 'cam and 
people outside the team to understand the major 
*clivitic#of tbc project and Ihcir progression in time. 

How do / do tt? 

1. U*in£lbc deliverables schedule, draw a bar around 
cachdclivcTabUrhatextendsfromtheftfliKUtcor 
ihij Urn activity to the date or the last activity. 

* Tbc bar indicates the amount tf lime that it will 
tike to complete all tbc acrivitie* that arc needed 
to create the deliverable, 

* lnside:hcbar,writc of thcoverall activity 
that the box represents and the person who is 
accountable for making sure tbc deliverable gets 
created. 

* There will be one bar for each interim deliverable, 
which means there will be more than one bar in 
lutcwjihcachbraucnot;bctrccd^ram{OfwjiJi 
each linul deliverable lisle-don the outside of the 
left vertical line). 

* R cmovc lhc deliverables Posl-ii™ Notes from the 
schedule. 
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Draw Gjntt Chart 



GarttChart of 
forlhe3-Dav Project 



6iibproJflctTr« 
(from p 65) 




Estimate the 
Staff Effort 
Required 



The time thai people in an organization expend on a 
project a major expense. It is nccest ary to estimate 
the rime required to complete the project in order to 
ruakc the needed resources available And, if an 
organization want* to know whether its commitment* 
to one project will interfere with other projects or 
assignments, it iv crucial to create a slaiTimj forecast for 
the work effort needed on the project. Tbc staffing 
forecast i* an emmate of thi* effort pet day. week, or 
i&oalh. lor the duration of the project. 
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Estimate the Total 
Staff Time Needed 



Why do it? 

To determine ilw total amount oJ stall time lhal will be 
required incomplete the project. The stuff time estimate 
tells the team if the project can be completed within the 
staffing limit defined by the sponsor. 

How do I do ft? 

1. b'stunatcthcamountrfsiatf time needed tor each 
subprojcci or each individual thai will woik on 
the project. 

* Type 1 projects — Each team member should use 
tins formula; 

"hours or day* per week (or month) X of weeks 
o: months the team plans to meet, 

the individual hours to get a total estimate . 

* Type 2 projects — Trnie needed ! or each person to 
complete his or her subprojeer Add up the 
estimates for cacliaubprojcct io£tta total estimate. 



■Type % projects —Time needed 
project team to complete the subproject. Bach 
suhnroject leader and his or her team work 
to prepare ajic&tunatc forcachpenouou 
the subnroitct Add up the individual estimates 
for to a loul estimate for each 

lubprqject 

* Make ihe estimate in hours, weeks, months, or 
years, asappiopuaic 

ntimittlinvfc* mtkihalb 
if* cftbe set/ u> 

!'re nmhtin 
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® 



ftArri *afi h rs/mtfoJin/ period. 

#Hif do rh#r fir<t 7h*tr****N*tthmt 

Jotel* bf indanf*** or subpropd to tat/or 
rttimatf. 

Ikm'tfvr$ttio 



7. Rate the accuracy of the total estimate. 

• I'hc accuracy rating indicates how comfortable 
the team (oriubproject team) fee Is that the estimate 
is an accurate prediction of how mueh time willbc 
a pent on the project. 

■ Use the letters H, M. and L ihi£K medium, and 
low Ho indicate your team's (orsubproject team'*) 
confidence in the estimate. 

1 1 = actual staff time could vary hy 1 0% from the 



M- actual tfafl 'tiraccouldvgjyby 25%rVunithe 



L = actuat staff lime could vary hy Sti%OT more 
from ihe estimate 

* A low accuracy rating means :ba* the team docaif t 
really know, the estimate is lusta guess. 

* L:it the reasons for the rating. 



ecc«rac|' Of 
want ? r v*i* oiii 
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J. Compare the team's estimate to tbesponsot's limit 
on staff lime, if any 

* U' the sponsor dtdnotset a hmitonsloil lime, the 
team should review the assumptions that were 
made in creating the estimate to make sure they 
were sound, and to be confident thai this is the 
best estimate the team can make at this time. 

+ To compare the estimate to the limit, calculate a 
range (f) for the estimate, based on the accuracy 
rating assigned ton. For example, tf the team has 
an estimated storT time of 100 hours, with a high 
accuracy rating equivalent toarangeoff the 
estimate could vary by lOboj^mereories* The 
hourly range for the estimate is 90 lo 1 10 hours. 
(The ron£c for each aecuraey rating — high, 
medium, or krw— <* listed in Step 2.) 

* If the high end of the range ls close to the limit, 
cither* lightly under or even slightly over, ami the 
assumptions for creating the estimate are sound, 
then ihe team should movconto planning 
activity. Stuff time is difficult to estimate and it's 

the effort try ing to improve ihe estimate 
if il is already close to the limiL 

* If the high end of the range is cither much higher 
or much lower than the limit the team should 
check the assumptions rut were mad em creating 
tlic estimate to make sure they weie sound. IT the 
assumptions are sound, list the reasons for the 
deviation bom the limit and put staff time on the 
issueslisl for the project leader to discuss with the 
sponsor. 

* If Lie high end of '.he range is over the limiulist the 
assumptions that the team used to create the 
estimate and put the issue on the issues list far the 
project leader to resolve with the sponsor. 
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Estimates ot Star Time 

for the 3-Day Conference 



The 

effort* teve a^er i 



Market.^ 
facilities 
R^o. s'ra'ions 
Program Davstepment 
Project Mafift^fttiferl 

1375 hours 



Staff In Hours 

250 hours 
350 hours 
200 

475 hours 
1C0 hour* 



Total 
months (M) 
1.375 hoi 



month* 



5;^f'timo 
to 1720 



>ur*p*rw*ek} 34375 
(awkepcr month) - 



for medium 



"1.030 



for 



Wtha^a ofimnwh 

wll usee because « had a confcrcitte 
year Unfortunately, we did not Reap gooo 
t of the fime'hat staff put Into 
project, watntnk the rating is 

Cv«!" though 1st ro s*.*f 'irrg 

has asked our team to monitor the 
that invested & the project. 
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Create a Starring 9 
Forecast A 

Why do if? 

To atmi when peopled time will be required over the 
course of the project. The staffing forecast give* 
credibility lo the fcamVt request for human resource* 
and it is useful for tracking whether or not «iaffrji£ 
expenditures arc ahc±d of or behind the budgeted 
amount 

How do I do it 7 

\ . Calculate the amount of time that each person or 
subprujcetwilUpcndonthc project by time period 
(day, week, month, or quarter), 

* The timeframe mad for calculating the forecast 
depend* on the activity level in the project. For 
example, a long-term project with very little 
ongoing activity may need to monitor staff time 
every month, while another lone-term project 
with a lot of activity wiU need to monitor staff 
time every week, 

•Subproject team leaders should ask each 
individual Mibproicct team member lo estimate 
bis or her effort by lime period* and then he or she 
canadd the emulates together. The project team 
addiuplhcsubprojecteitirnates lo get the project 



If your project i* type 1 or 2. and y out tram think* 
that a staffing forecast is needed* ask each 
individual to estimate his or her effort by lime 
period, anil then add the cittm&te* together. 



1 1 S Create Staffing Forecast 



® 



subprojevt 

srJifcfafc *tt tt&yTfiW to determine thtstaff 
lime Bh 
of 



and 



Starting Forecast tor 
the Conference, 



m 



Z Make adjustments if there are staffing conflicts 
within the project or with other project* or 



•If adjustment* cannot be made (or 
commitment* (without: affcctim* the deadline 
dale*), put this i*vuc on the i**ue* li*t w that the 
project leader and sponsor can resolve the 
problem. 

3, Add up the total and cumulative hours for each 
rime period. 

* TrKCianuUrivetmalmtte 
iiiu'ti^i tlit total MaJf time c*ii:na;e. 
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Cr«Jt* Staffing Fortcant 




Create a 
Project Budget 



Whenever a protect will incm costs, cither inicmally or 
from external purchases, the ic-am r.ccds to Miniate 
those corfU *o lhal the o:j^ni/ui;on know* how much 
money allc^nttdtothcprofcctffirijimportaitt 
fox the organization to know when Ibe money wiU be 
m-.t jt. the f i ."jrL needs co create a spending forecast* 



W you need lo: 



ml be 




Mi 



12S 



it scam 



Com 

ti:tn» 



Estimate Xff 
Costs "T 

Why do it? 

Todet£rm(nethewounld'nHineyih£tlheorg4nt/mi<in 
should allocate for both internal and external cow* of 
the project. Acoslcaliimtie tells the te-amwhether 
iiwillbeable tocomplete th eprojeet with in thc« pending 
limits set by the sponsor 

How do I do it? 

1. Estimate the cost for staffing the project and the 
cost for other internal charge* and calculate the 
total internal cost for the project* 

* Cost* arc considered internal when money \% 
bcin£ spent tnsidc the organization. Internal costs 
consist of staff costs ond other charge* etich t*. 
internal supplicsA'opws.matcrisUJioman inside 
group ( and equipment charges 

* Rail-rate Internal costs when they will be part of 
the cost* tracked during the project, or when the 
sponsor rcqucsb them* Usually uafl" costs are 
estimated when the customer will be paying for 
these charge* directly. 

* To gel a staffing coat: 

your team's estimates for the amount of 
stalYtiinc needed fiom eaelt team member or 
each subprotecl; 

these number* by the appropriate 
billing rates, an hourly, weekly* or monthly 
rate; 

the*c number* together to calculate the 
total coat of staffing the project 
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EMimat* CoM* 



*To calculate the total for internal costs, add 
the stalling cost and the cost for internal 




Estimate buy external costs and calculate ihctoial 
for external costs 



- hxlcmal coats are purchases made Irom outside 
suppliers Rxamplcsany 

materials, travel, and equipment teuial or 
purchase 

* External purchases arc usually made wtth a 
p urchasc or dc r. cx peuse account, or blanket o rdcr. 

Add together the estimate for internal coxU and 
the estimate for external costs to get an estimated 
total cost for the project. 



*ur* aff ram I* 
at tmli 

(firs' 



Don't far^rt to £a*e iirlo acroniJ any 
comtrairrto <m ih* profit that ttUtt to 



A i£i£nanaccuracyrat:n£ to cachet tirrutc fornicmal 
costs, external cost** and the total project cost. 

+ The accuracy rating indicates how comfortable 
the team feels that the estimates are an aceuiate 
prediction of what will be spent. 

* Usetb^letiersH.>taQdL<mgb 1 mcdium.andrOw) 
to indicate your team** confidence in the estimates* 

11 = actual costs could vary by from the 

estimate* 

M - actual costs could v ary by from the 
estimates 

L= actual cost* could vary by 50%or more from 
tbc estimates 

* A low* accuracy rating mcansrhat the team doesn't 
realty know, theeslimales are just guesses 

•Consider the accuracy 
required for the project in determining the 
accuracy of the to:al estimate for internal com* 

+ List the team's reasons for each accuracy ratine 



J/;**/ 



! r i — 




Compare the team's cost estimates tothetporaor's 
limits on spending, if any, 

• Compare only those estimates that the sponsor 
has seta limit on. For example, if (he sponsor set 
n limit only on the torn' project cost* then the team 
needs to compare tbc total cost estimate to the 
sponsor's % pending limit on the total project cost. 



tie*; 
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* If the sponsor not set a the 
team should review the assumption* that were 
made in creating the to make *me thev 
were sound, and to be confident th*( i* the 
bett estimate the team can nuke at time 

+ To compare the climate to the limit, calculate a 
range for the based on the accuracy 

rating assigned to hot example, the team ha* 
cost of $100. amcdiumaceuiacy 
rating to a range <d the 

could vary by $2$. mure w lc«s + Ibe dollar range 
forthecstiroat* $75to$125 (TVran&e for each 
accuracy rating — high, medium, or 
in Step*) 

* If thchifihcndcif therangeisovertheKmit. the 

the team us*d to create the Climate 
and put the tittle on the hit for the project 

leader to resolve with the sponsor 



with highicntrmx t5% 

r m*tt*d cf 1 10% rang* In tku erne, t he 
team ±5%ranw 
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Coal Estimates foe the 3-©ay Conference 

"TCteyc tables show the breakdown of all Ibe estimated 
cow for the conference. The rabies lumcsenc the wotfc 
done m Steps 1 through 5 on pajzes 



Infernal 


0M 


Staff Time 


Hourly 


Tola* 


Costs 




(mhounj) 




Cost 


Staffing Coato. 


1 
1 




250 


$25 






N'A 


350 


MS 


».750 




N'A 




$25 


is ooo 










$11,673 




N/A 


100 






&Co*a 










Uo*etinn. 
Maieoaifr 


Mm 


NVA 


rWA 


135.000 




SUitoeat 


S25.0C0 


ErCirotra total 








frr medium 


HonfMn IH 




CfltM ( 






and** 


1 






a 






aaaiacy 
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Cost Estimates for the Conference 
(continued) 



Hcta 

Food (based 
on 

Audomiri 
Company 

Travel 



Me 

ran 



■RST 



StaTTim Hourty 



MA 
M>A 
MA 



$25,000 



AjMWofiol . fc> unWicosU 

EstimalerJ!olal external cent* |S85,400 
IHanqo S ( icr$<270) 



for htgTi rating: I he costs 'or the 
w&iardizm an tstotf&cdty contacted j 
r ,_-ji a>3 aucio-Asuai coats are based | 
on prior ©xccrinrrcn. Travel oxpmscsaro 

on tno spoefcors sctoclod | 
3rd ixarj^s. so moneys have 



: 



acoefl ;o ihe puds*! to aicw to 
E&timatooTola I Project Cost 



44.775 



ScorsorflCostLiTit: $50000 fwcwcmale£ists*rr/ + 
The team's fcr exta-raloosts srd* 

ass*c,t>»da acaracy 

the ,irftf>r thci (mffity L.rviir 

ip oneofa 



Create a * 
Spending Forecast \ 

Why do/f? 

To project when the money for the project will be spent , 
The spending forecast give* credibility to the team** 
coctcsli mate and ithelpjlhelcammonitor Ihecpcnding 
level* of the piojcc*. 

How do I do it? 

1. Assign thecosU for the project t' the week, month 
or quarter to which the cwt will becomroittedor 
actually *peac. 

■ An c&*y way to distribute the coil* is to match 
each cost lo an activity or set of activities in the 
activity schedule. (The activity schedule u 
desetihcd on pa#;ea 102-109) 71k n »imply write 
the cott^under the appropriate time period along 
thebonomofthe eharr t Th is will allow theteam 
tosee Ihe schedule and etwts by lime period in 
one eharv 

* Add up the total and cumulative coats fot cacfi 
Unit period. 



*}mlttnai must 
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Spending Forecast for 
the 3-Day Conference 

I be tabic bctow shows juvt a pjit *J Ihc spending 
forecast fur the conference. 




Assemble the 
Project Plan 



SafTCorir.— ^ 


t 4,200 
1 5000 


2700 

i — 

1 


7.CO0 


(Vac the- loam has completed tho aci: viiiv* thai ate 
required *o produce* project pi An. it's time to nasemhle 
ihc plan and Ret it approved, the plan describes what 
ihc '.cam will euas il begin* :ocxcei.tc Ihc project. Toe 
plan should include an executive (umnui)' and all of 

thr i^vtii'iri'lii tflVe*i UhI^ ilr fluil vh mitili.vrJ it 

the planning process. One* ihc plan it assembled, it 
need* to he reviewed with the sponsor and customer, 


External 
Cost* 




1,000 








noneya 












airciuved. and then distributed to all (J the kev 
stakeholder**^ the project* 


Monthly 
Total 






9.200, 


2.700 


10,200 


When you >e«d to: Do activity: P*gr 




3#0 




| 11.790 


28550 





(arc 
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HOW to 



a Project Plan 1» 



As*omb*e the 
Project Plan 



Why do it? 

To create a document, sometime* referred to as "the 
project book." tltat details the project plan, Tac plan 
dehcnbcshow the team cnvifionsdoing the pn.tject.and 
after iit& approv ed, il provides the team 
for executing the project Tbc project book is also the 
**am*er book" for team member*, stakeholders, tfie 
project leader, and the sponsor. 

How do I do it? 

1. Cretilcancxecuuvcor leadership nummary for the 
project plan, 

* The summary *scomp*>tKr H liartdoTEanl7ati on will 
vary according to your Icam'i project and 
preferences .however, y ourtcam may wart to use 
the outline on the next page to get started. 



Prolyl *« P . 



lu " - 1 ■ v*A It-il ■ - I " 
9Tj 4rt«Tji«tt4r4t j:*lt far tht prfl 



® 



■- r — / — i ■ 

•?* fry pfojan. Tw'll tt«* 

roOco;iitB iTo, m* twin* u*u rKi** 



Prt>>(f Scopt Rl*k 




r*c ■ 



Wmt 11* -.1- ■ ■ ( ti* ll* 
p • : > 

■ l»rr Tii»: itlN O ih* ™i *T»fr 

Ur *M i»]*et, 0-,» rathif 

tit t - . ' ■ tr* Int. itm 

ii if.* U mt 

:->jj»t it* -.aul *td 

f. iCthU -■ UBIC« tf 1% Kh* 

tin 
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2 Assemble (he protcci plan. 

* Include the following sections: 
-Original Charter 

-Team Guidelines 
-Project Scope 

- Required Reviews md Approval* 

- Projcc: Scope Risk 

- Required Reports 

- Team Membership 

-Staffing Estimate* and Force**-! {if required) 

- Badger E* timate? and Forecast (if required) 

* Attach table*, charts, and other diagrams as 
appropriate. 



prvftd mud 



Review ihe project plan. 

• All the team members of the project should be 
involved inieviewingth* plan. If tanl feasible, 
choose Ihe team members who represent a good 
cross section of the organization. 



• Do a "sanity 11 check to moke sure the plan is 
complete and accurate. 
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Review theplan with the sponsurand customer, it' 
appropriate, 

■ Make revisions in the plan as needed, based on 
:;--i'ut .1 -tJ customer input. 

Sign and distribute the plan. 

* IluU^j:iir.i r iiiKi^ t i:Ksi>^*JE.J[n3 the customer, 

when appropriate, should sign the project plan. 
This is the contract that the team will use in 
moving forward with the project. 

* Distribute the plan to team members, Ihe sponsor, 
custodiers, and all key stakeholder* of the protect. 



\U A 



olftlh* Plan 



Chapters 

nq the Project 



Now lhat the project plan has bevn completed and 
approved* it's time to execute the plan, which mean* 
creating the according to the customer** 

criteria for acceptance, within the of the budget, 
and according to the in 

this point, the team need* to anticipate potential 
request* furchangesto 
plan. As the plan is being executed, the team need* to 
regularly to review the status o! the project. In 
addition, both the customer and the sponsor need 
kept informed of the project through regularly 
scheduled review meeting the ream. 




Monitor 

Project Progress 




Why do H? 

that the project i> muvui^toxwaj das planned. 
Monitoring project progress yivci the learn a warning 
system for problems with the project, which allows the 
team to resolve than catty and avoid mote cosily 
change* later or i. 

How do I do it? 

1. how oftenthe i< I. t 1 uk.siaiT Uine. and 

budget " actuals" should be monitored. 

* Actuals are Ihe real expenditures of money or 
stiff time during the project, or the completion 
dales of sclwdulcdavuvttjcsiur the reo;wi 

* 1 low often the actuals are tracked oe monitored 
depends on how fast the work of the project is 
beiu^donc Kv eaampte. t a project will last only 
two months, actuals should be tracked at least 
once a week. I* the project will last two >ears, 
actuals should be (racked at least once a moriih. 

+ Typically, the project leader monitors the main 
project, and subproject leaders monitor the 
nApRvjcctfl. 



* Monitor subprojcvls al least as oli.cn as tiic main 
project. 




oaa 



1 36 Monitor Project Proofs* 



Compare the schedule, slaff time, and budget 
actual* to the plan, and calculate any variance*. 



1 A variance occur* when the project is behind or 
ahead of the plait. Vatouccs can be poiitivc {the 
project is ahead of .schedule) or negative (tbe 
propel isovcrbudgcO r r^itK'alvartancc%;n<licalc 
the pru)cct as a whole is off track. 

* The project leader car. dctciminc J the project Is 
ahead of, behind, or on schedule by comparing 
the actual completion date with the projected 
completion dnics (as defined in the milestone, 
deliverables, and activities schedule* Dial are 
described in Chapter 4). 

* hor example, to calculate the schedule vaitanec 
for a deliverable or for the completion of a 
schedu1edaetivity,^abtractthedaieanaciiviiy<>r 
delivery actually occulted from the date it was 
scheduled to occur. These calculations provide 
the schedule variance in days or weeks. 
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Variance Calculation Shoot 
for tho Conforanco 

Correlated May 31 



Propel 
Plan 
Area 


Plan 

titiudtng 


Actual 
Pna|acl 

Results 


Vanjncc 


Expianauon 


| Program 


Served 


jh> (comp 
574 


lai-on date 
cm 


* J _ 
Alty Lm was OH! 

r>5 ■ » i ■ 


Gompteie 
Retfewror 

Brochure 




530 


2 ten 

■ — - w m — 


The o*avr» 
nsur^lha 
program created 
a deny* 


I I 

ExandM 


1 

965 


1X175 
hours 


-90 
hojn* 


l*lfcT**tttfc»l t* 

tfiomafVcftng 

rrotcnalsJXrt 



I TOM 



+ 



Htf*| 

ADS $500 

*|han cb'i'tcc* 



- 



- 



i33 Moiitof pfojHoi pToaTJii 



® 



pGrioftturrvjedffon. r7s 
tttriertf*. fftr 
avtvab^M /hr ajjrttf^ 
Mat-rim. your irtwidai iwl /# 
ii.-'i- JrrcL :*K Mi 1 ;''" 1 !' ' Mii^r ftl 

expenditure* comply talk Jar pJart, 



DveieV what action should be taken, given the 
kind of variance found. 

• If there is no variance in the schedule, staff time, 
or spending, and the numbers are accurate, the 
project is likely on course. 

• Q there ba positive vanancc. determine the reason 
foi tbe variance 

• BT there u a negative variance, the team will need 
to lake further action. Is iherc a reasonable 
explanation for the vanance? Is the variance a 

cause for concern? 

- If the variance isnoi ft cause for concern, simply 
report an explanation for the variance 

- If the variance is a cause for concern and can be 
revolved easily (without changes to the plan), 
then resolve it. B' the variancee anno t be resolved 
easily, put it on the vwucs with the date 
required for its tbe action to resolve 
tbe variance requires changes to the ptojeet 

tbe flowchart onpagc145asa in 
making changes to tbe plan. (The acrivlty 
"Resolve Problems and Manage Change" on 
pages 141-145 describes the process for 
making changes and includes thia flowchart 
illustration,) 




ixamtnr TttSORj 
. positive and negative. If 
Vms, emir 




Actions Ta*»n on May Variances 
(for 3-Day Conference) 

No actons are requrea because: 

L Tha three-day ctabyirissungthe final program 
delays Ihe brochure but dona not affect otw 
actlvitlaa, 

2 Ths two-day delay ir. tha brochure jr> nol 
to the project. 

3. Stall time Is being tracked bul has no ael 



There la a $500posmv* variance i 
tha raa jirad notal deooait la leas than the 
team anticipated, but this variance wil 
when tho tinal hotel bin 1$ 
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HO Monitor Project Progress 



Roaolvo Problem* 
and m ■ u - ;i r,r Change 

Why do H? 

To respond to problems or request* for changes to me 
project pi on Haviu& a process fee ntnnAj!in£ change 
gives the team a why U tevbing Use projcel plan, when 
needed, so that the project sttysfe<u*ed on satisfying 
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Whenuchangc is proposed, decide whetheror not 
it is a good idea. 



I. 



* Request* for changes may come from 
outside of ibe town. such as the sponsor or * 
customer Also> a* team mcmbcraarc monitoring 
any change* in the environment they may need 
to propose that will address a jxvtilcm 
tiwt has occurred Of has the potential to occur. 
Changes in the environment include 
organizational, regulatory, competitive, and 

changes that could have an impact 

on the project 

* Not every proponed change should he adopted. 
Be sure to ask, **ls this change good for the 
eustomerVlhc organization?! he project?" 

* It the change wi A not add vaJuelo the project, put 
it on the issues list to resolve with the person who 
requested the change. 

2. If the change is a good idea and doesn't require 
modifying the project plan* implement it. 

* It the change doesn't modify the project scope, 
customer a cc e ptancccriteri a r *che)du 1e. st a tft i me y 
budget, or nsk level <rf the projee*. implement it. 



aiw: 
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If1hechaa^rn|uiresmodLfyin K thcpn>i«1pl»^ 
define the iri^«tnn the plan and prepare a ehan fie 
order. 

■ A change order is a one-pa ge description of the 
proposed change and its impact on the protect. 
How will the change afloat the risk level of the 
project? The cost? The schedule? 

* Matt partsnf the protect intcrdepenccrt. 
n...iiiir\- that one pari f tire plan is changed, 
other p i m will likely need ftt be changed at welt. 
For tsampKif a to the project scope is 

required. a fleet 
time, budget, risks nf creating the 
artd ;cvicwsaad approvals rtte< li d Re auit lb- 
team examinee ail tlie ramifications of a requested 



® 



Mow artnf 
rre/v ou^hUv 

■1 1' ■ for* rraues/rd to f 
project. «*/br™ft>c^ 



nnlJv« 

J. „'. 

Mar mat/ 

Jftht 



rttct i»a> 
Jhv |wn 
j* aia#f irrri/VrtJrr! 
xoptrf 



142 R**otve 



Change 



Amy Ice found out that the Print Shop was having 
equipment problemssnd this would delay the priming 
of the confer ence proceedings which were cntical An 
outside ptinicj quoted e higher charge than was 
budgeted, so a change order had ro be submitted to the 
project team and the sponsor. 
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ptccMMrov ■! an 



las 
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w piintai 
*ut for tad pile 
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Have the change order approved, and implement 
the change* 

* tlsuallyihepro)ccitcadcrandthesponsorapprove 
the change order. 

* Customersshould also approve the change order 
if the change will affect them. 



Tho 
not 

approved 
the 



of Iho 3-day gchTcctcc are not 
project team andthr*etore are 
managing The 
change order to 




5. Update the project plan to iitcorporaic the change 

* it is the projeet leader's responsibility to 
incorporate the change by amending the 
appropriate pans of the project plan. 
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Managing Chang© 

The following flowchart *how* the steps involved in 
managing change in a protect 
mm 




Do^th, Project 14S 



Hold Project 
Team Meetings 




Why do it? 

To periodical ly review with the team haw the project i* 
progressing so thai corKcnwattd opportunities can be 
uncar&cd* discussed, and t solved 

How do I do /f 7 

L Prepare the variance rcpoitson the project before 
the project team meeting, 

• Variance report* represent a quairtitativc review 
of project pragrc**. (See page 137 fur instruction* 
on how to calculates variance.) 

■ 1 Jxually ihc project leader prepare* these report! 

arid make* them available a i each team meeting. 

SfffV^flnveiraBnniBniwMmiAB 
temm nvmhrry or/* ImeVng u . 1 ■; ■ r ■ i , , I - U 

fyrv l /r^iiYf > fJVutf pnT«rv run* iny rrprt? jbr 

CD SSsSr- 

2. Schedule penodic team meeting* to review the 
status of the project 

• The frequency of team meetings will depend on 
ihe length and activity level of the project. 

— Short-lived projects, (those lasring six month* 
or less), oi projects that have a lot of ongoing 
activity, i:uy require weekly or biweekly 
meeting*. 

-Long-lived projects, (those longer than six 
month*), or project* that have periodic of little 
activity, may require monthly or bimonthly 
nicciingt. 
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Typt T Jojtfl t/am 

meetmgi tmct the trm I* already mtriirtg 
regularly fe Jo protect work A fflx^rt reiW 
Awl J hr prnrtkeH* *!M to IV a^rndi for 
Hit rrjfukr to* mretmg*. 

Don't forget Jn Atrtrr Ifcr arf hoc memhm $ ttu 
* teem $*mt of the 4genJj item *wy 




Amy t in*.- - } 

the project tdam during tie early 

parlor the execution phase of the project 
the conference d'aws closer 
project teen meet weedy, or 

If 




J, Review the current status of the project. 

* Team members should piovide an update on the 
statu* of their assignments or the work in their 
suhproject, 

* Team member* *houtd report their concern* or 
issues with Ihc progress of the project any of 
these concern* cannot be immediately resolved, 
put them on the issues list 

•The team should review the progress of the 
deliverables and ditcus* any deviation* from 
the plan. 



One project leader should compare the actual* to 
the plan, and the team should di*vu*s the reason* 
forlbcsc variances. 

* The team should revisit the risk raring for the 
project scope and the risk raving* for meeting the 
deadline dates to determine r they are ctill valid, 

- If ihe risk rating has dropped, then some or all of 
the counter measui es may no longer be needed. 

- IT the t:sV. rating ba* increased, then new 
countermcasure* may need :o be developed. 
Anychange*U>Uiecounlermea*urcs*hcald be 
renccted in the schedule. 

■ The team *hould again estimate staff time and 
spending io make wire they don't exceed the 
liraiU, if there are limit*. If Ihe c*timalc*do exceed 
the limit*, develop some eountermeasures. 

4, Review anticipated problem* and requests for 
changes lo the plan. 

* W request* for change* to Ihe protect plan have 
been made, follow your team** pioccss for 
managing change tacc page MS for a gencne 
process), 

* Sean the environment for potential problem* 
Problem* in the environment include 
organizational, regulatory, competitive, and 
technological changes that have an unpad on the 
project. 



Monitor 

mtffrrits 

realize ivhen i&tffer 
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Rcvuw and update the issue* List. 

* Review all ihe Utile* un the >qu» list* and note 



the resolution Matus for each isww. 
* Fully discuss any issue* thai 



team has 

scheduled 10 be resolved by the meeting dale. 
Review olherissues quickly unless they are critical 
to the piojceL 

+ If the team cannot resolve an issue or cannot 
rcaolveilby the required date . decide what further 
action is required and make the required changes 
to the issues list. 

Clear the "Onions lot ™ 

<* Review the "parking lot'* to be sure that all the 
issue*, ideas, or question* lhai were brought up 
during Ihe meeting have Seen addressed. 

Recognize accomplishments In the project. 

* Balance ibediscuMionof problems with a good 
dose of "a job well done." Everyone need* 
recognition now and then 



Hold Project m tff 
Rovtaw Mooting*/^ 

Why do it? 

To periodically review the progress of the project with 
the sponsor and the customer . Any problem* with— *u 
ideas for— the pnr«ct that the team, sponsor, or customer 
may have dlwuMed,al lowing tite team tocorrcct 
or improve Ihe project 



Howdotdoit7 

L Scrwoiilcpcriodkspousoiandcustomerfficcliiigs 
to review the status of the project 

■Sometimes the customer is not available, and the 
team will not be able to invite Hie customer to 
re view nice lings - 

* Formal meetings with the sponsor and customer 
should be held on a monthly or quarterly basis, 
depending on the length of the project* the level of 
activity, oi the decree of project risk. (Shorter 
projects should have monthly meetings, and 
longer ones quarterly meetings.) 

* Informal, informational meetings between the 
protect leader and the sponsoi or customer should 
be held as needed 



wfr'i^MN tombsnd. Tins u'ifl 
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Bald Proiect Rcvkw Meetings OWC&Utt 



Amy 



project 



for the 9-day 
and project 
hm monthly rcviow mrw tings, Tha project team 
rs included n those when a life-cycle 

stagefonfie coTiDl&gti. ForexarrrJe. 

ftfwn the conference la r eady I o be at 
the ana &tvQC 2 (Desgn ar Plan). Amy, Chris, 
andihereatoflheleam will have a p'o;ect Wow 
meeting. 

The customers the 3*day conference are not 
avails Die to the project learn and therefore are 
not invoked in the Customer 
ara diseased the loam trviowu^d 

sponsor meebngs. Marketing 
the voice of the a 1 these meetings. 



I. Review the current stams of the project- 

• The project leader should report on the progress 
of the deliverables. 

• The project leader should report on Ihe status of 
the schedule- taaiT time, and budget, compare 
them to t he project plan; and explain any variance* 

• The project lender should report on the current 
statu* of the i isk for ptoduciog the deli veiabk* 
and the nsk of not meeting the schedule. 



3- 1>jscuss changes in the environment aud 
anticipated problems. 

* Discuss changes in the environment, such as 
organizational, competitive, regulatory* arid 
technical changes thai could affect Ihe project. 

* Review poicniial problems and requested or 
anticipated changes to the project plan. The 
customer and sponsor can help highlight ib:n£* 
to look out for, suggest ways to avoid problems, 
and address or resolve problems. 

4 Review Ihe issues list 

* The project leader should review the status of the 
bauet ;ba'. are external to the team. 

* The customer and sponsor do not nee da review of 
the issues that will be resolved within the team, 
but they do need to be informed of the Issues that 
may allcct them or that require tbeu assistance or 
intervention to he resolved. 



.■r ■ ■ At 




5. Solicit feedback from the sponsor and customer 
on ways to improve the project. 

• Ask the sponsor and cusfomer for feedback en 
how Ihey perceive the project to be progressing. 
Solicit ideasfromuiem for improving Ihe project. 
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Chapter ft 

lirnF to ciosa out 

J WB r the Project 



When the customers of the project accept the final 
deliverables*!! * time lu close out the project* A project 
15 closed out when the team members have received 
and ro^hutcd all feedback oniheprojecl^andwhenihe 
tas^nslcaincd from the projeel and recommendation* 
for improvement have been shared with the 
organization This helps future project learns duplicate 
ihc (ticcesses achieved and avoid me pfO M c tm and 
failures experienced by the team. 
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Hold a Feedback 

Mooting with Customers J\\ 

Why do it? 

To solicit feedback and idea.* Ibr improvement from the 
customers of the project By meeting with customers, 
the learn get* to hear firsthand what they liked and did 
uoi like about the project ThU helps the team decide 
how to do it better next time. 

How do I do It? 

L Review the commitment* that were made to the 

project 

• KeVKWWiihcustomerJtheexecutivetfummaryof 
the project plan and any change* :ha: were made 
to the plan. 



the 

<ufihmm> tm ajMftjr ihtmU be mnted a* 
aWJ. The mn*** ajfl ihr* tow the 




Solicit feedback on the customers' satisfaction 
with the project's deliverablct- 

■ Find out how the deliverable! have been 
performing for llie customer What has worked 
well for the customers, and wharhas net lived up 
to the it expectations? 



i<fi>rrtf» fc *mt 
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Feedback 



LbUn to utottbt easterners k 
zvitkwlbetntttifrw&f The dmtttt i 
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Ask thecusiomcr* for feedback on the review ami 
approval proceto. 

■ r the customer* did not participate in the review 
and approval process* *kip this step. 

* \dc if ihc customers* expectations for the review* 
proccis were met. What wore they disappointed 
with? the>'sari(fiedw'ith?Whatdothc 
customer* think the learn should learn from the 
pnxcs*?Whttt ideas do the customer* have for 
improvement? 

Ask the customers for feedback on their 
perceptions of how effectively project resources 
were used. 

* E the custom?!* didn't "pay" for the project 
either directly or indirectly (through internal 
charges), they probably wercnl involved in how 
the resources of the piojoct would be expended 
In this case, skip this step. 

■ WTiatdothecustomers iheschedulc,*tafr 
to, and budget? Wore they rvalisUe for the 
pracct?lsthe value of the de It verable* more than 
olfset by the expenditures of time, eJlort. and 
money? 

+ no the customers bavcsu&gcstions for improv Li- 
the way resources are used? 



Solicit the customers 1 feedback on the quality and 
frequency of the progress report* they received 
during the project 

* Were tbc customer* satisfied wilh Ihc reports 
produced by the project? Did they meet ihcir 
needs? What idcasdothey have for improvement* 

Ask thctusiomcrt to evaluate the pioicei process 

* What was their experience of the process? Wcte 
the object! vesof theprojcctelcarlycornmunieaicd 
to them? Wa* the project plan thorough 7 Were '.he 
customer*' interactions with tbc project lender 
und project team positive? L>id the process foi 
managing change work well? 

* What would the customers have the team do 
differently next time? How could the project 
processbe improved' 7 What would the customers 
do differently next time? 



The customers tf£ 3-day conference gave 
on the survey 
Ihcywtrt nnt involved in ht project 
prece». tnoy could provids cn 

was t o crovde 

in* 
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Clttl 

1 



Hold a Team Meeting 
to Develop I 



A 



Why do it? 

To review the results from the project arid to x 
ihovc re* ul Is i nio letsons 1 earn c U J n d rvvonn*. cndatic^rtf 
for ixnpiovcmcnt. ihis allows the team to Icam from 
ihcir *ucccs*c* and their mistake* so that they can do a 
be It ci job next lent. 

How do I do it? 

I, Review the objectives for the project. 

* Review ihc project objectives as outlined in tbc 
charter (sec Chapter 2). 

+ Review thccxccuti *c summary of ihc project pUn 
and any changes that were made to the plan. 

jtaftadfr ft* 
km rvrW 

mbrntfhm btaitiail 




Compare the real deliverable* to those described 
inthcpian(undcrpro)eciscope>. Develop lessons 
learned. 

■ really crcatcdversuswhalwa*plunncd7 

Did the deliverables comply with lhecu*torners , 
and sponsor's acceptance criteria? Were the 
customer* satisfied with the deliverable*? Was 
the sponsor (aliened? 

* Was the riAtfcrcatingibedeliverablcs assessed 
accurately? Were the assumption* correct? Were 
the coumcmcasurcs effective? 
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3. Evaluate the review and approval process. 

* Whit worked well jo the review and approval 
process? What didn't work well? Wen there 
enough review*? Were there too manv? I>id the 
right people conduct the reviews? 

4 Review team membership* 

* Were the right people on :hc team? Were the ad 

member* use nil? 

5 Compare the actuals for the schedule, staff lime* 
jitd budget to the project plan* 

* Ifc project I cadet should prepare and disinbuictlic 
repor»onvariaiKe«before;hemeetmg. (CaIcu taring 
* variance is desenbed en page 137.) 

* Wcjcthercdevj«ionstfomibcprojociplfln?Why 
did (he deviation* occur? Could they hive been 
avoided? 

* Wat the rick of not meeting the deadlines lor the 
schedule accurate? 



® 



For type J pnipfvls, rtieJi a irtyiro.wf J*vwr 
iftntf dnHip il5 dnrff totem testiuii *Tut thrn 
*hurr thrtf WtU thf pnffrt ifxm Tlirprvjcxt 
i<*a«i tfumiJ etmctnlntft on Jewon? teamed 
from tht project at a tidtalf 



6 Review thesmus rcponsproduccd 



project 



* Were the reports produced on lime? Weie Uiey 
hcLpfufin monitoring project? why not? 

7* bvaluaiethe feedback information on the project 
process, and develop ideas for improvement 

* Evaluate the feedback from the sponsor and any 
other key stakeholder* thai were surveyed 
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Review the survey results, and discuss team 
members 1 perceptions of Ihc process. What 
worked? What didn't work? How did the process 
for managing change perform? Were Ihc team 
i effective? 



Generic Feedback Survey Form 
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Discuss the lessons learned on the project, and 
develop ideas for improvement. 

lessons learned for each area rf uV 



project— deliverable*- reviews and approvals, 
team memberslup. and so on. 

* What can be improved in c*ch of these project 
areas so that future teams can avoid nuking the 
same mistakes and duplicate the same successes? 
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Hold a Project Review 
Meeting with tho Sponsor 

Why do it ? 

lorcvicwwithihc^poitiorUxrcvuluU the project and 
the teanris preliminary idea* for improvement. By 
soliciting the Anal Input* fiom ibc sponsor before The 
close-out report is written, the team geU ihe benefit of 
Ihe sponsor's idMsa^dwtiUcsr^catceplaiKcrorthc 
team'* firm) recommendations. 

How do I do /tf 

Review the ptotoci plan. 

and anyapproved change* to the ptaa 

i Review the projeet results. 

• Review the results lor the deliverables, the review 
and approval process, the risks of creating the 
del i vcrablesjeamcompesmoa thescheduJe.sta ff 
lime, the budget, and project reports. 

X Diacuss with the sponsor the io^or-* the learn 
learned from thc-pr oject 

+ Soliett additional lessom learned from the 
sponsor. 

4 Discuss ideas lor improvement. 

* Review the team's idea* for improvement Solicit 
additional ideas tor improvement from the 
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Croafo ttto 
Close-out Report 

Why do it? 

To create a report tor the organization that explains the 
performance c<* the pro;ccl and me Jc«onv teamed, at*, d 
makes recommendations to senior management for 
improvements lo the poicst management process, by 
writing a elose-out report, the team shares its project 
vrxpcrieitcew ithmflna^omcaTflnd wnbrurure reams so 
lliat the lessons learned will be parsed onto others. 



How do do ft? 

f. Create an executive summary for the close-out 
tcpoit 

* Divide the executive* ummacy into the follow iog 
wcUoitf^ 

- 1 * ■ i ■ - 1 Scope and 
-Schedule 
-StafT Time 
-Costs 

- Lesions Learned 

• Withm each section, document the following: 
-The original plajr objective, deadline, or limit 

- Any changes made to the ptaa 

-Tne actual results of the project that w. actuals for 
staff umcorbihJ^^^ 

Uieeu>tomer evaluations Ihe final dekvviable* 

- Uliat was teamed related to thai section and 
what should be done difleeenUy next time (in 
the lessons learned section, summarize the 
overall lesions learned from the project and 
recommendations for improvement) 



Create Cloao-auE Rfl&ort 



1 AUachreportsonprojectvar:ances;!eedbackrrom 
the customer* sponsor, and team; lessons learned; 
and recommendations for future projects, if 
available 

* Record the feedback received from the customer, 
sponsor,and team merohcrs Include any results 
from review meetings. 

% Distribute the report and archive it 

+ Provide a cony of the repoil to the sponsor, to 
regular and ad (earn member*, and lo other 
tearm that might benefit from the leasouslcai ncd 

* W a program office or steering group exists that 
oversees proicets. send them a copy of the report 
as well. It will serve as a source of ideas for 
improvement and as data for possible statistical 
analysis. 
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Recommended Activities 
for Mm: Project Types 

I'hc table below lius the types described In 

book l,2and the specific actmtie* ore 

each type Kcepirmlnd 

is different and (hat your project team should 
jiulyy the appropriate-no** of completing j tprtfllc 
whether 1 1 ha* H*i i n recommended or not. 

Tdw table, while intended for all pjoject types, * ill be 
the moil useful for type 1 project team* yincc Ihcy will 
be completing the tewexl activilic* and may want io 
quickly teview juu these activities Refct to pane 7 to 
♦*ee the distinction* between project type*. 
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Tool Application Chart 
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About this Book 

The method described tn this book wa* developed by 
tbc authors to help simplify the process of a 
project trcwr concept to completion, 

consistent with industry Mandard approaches such as 
(Project Management Body of Knowledge), 
with an emphasis on part icipal ion, empowerment, 
individual ftccountflbiliiy, irt bottom-line results, h 
utilizer tool* and concepts from continuous process 
improvement and applies: them to making project 
cot accessible to any one working on a project. 



About the Authors 
Paula K. Martin and KarenTulr.PMP... 

are eo* founders of a management training 

and consulting firm thai specializes in project 
management training for everyone man organization, 
including pro; cct teams, project Icadcis. sponsor*, and 
senior-level manager* ahoprov:de* 
management tiaimn^prograins 
on management and matrix management. 

Karen is a ptoject management professional (PMP), 
certified by She has over 20 years of project 

management experience — as a project marker, 
project sponsor, program manager, project trainee 
project facilitator, and project She has 

worked in projects in engineering, manufacturing, 
design, procurement, construction, and total quality* 

Paula also has extensive project management 
experience Before becoming a consultant. she 
directed American Cyanamid's U.S. new product 
development bundretUof projects 

and project teams. Paula has also consulted 
AxtanaJwIy on 

author of Ife Rue* Stops Htrt: ami the 

Emp*w*ttA MuMgtr. 
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Ordering Information: 5 Ways to Order 



CALL 



AM-SfO 1ST 



2 Mm** Partway 



wtvw.gtialqpc.corn |~| 

60870-91 £2 wrvice%0alqpc.e0m 

Price Per Copy 

1-8 $ai*> 

10-49 $7,70 

t&oo 

SCO-' 999 S5.75 
For quwiMfet d 1 WW orevre, <*Y ■ c 



Sates Tax 

Canada 7^ hitler 



Shipping Handling Charges 

CwOincntallS. OnJcc*upto|10-S2<USMuilL 



□nkT 



c all (or i»vcir^iL i*-Ja> Jclivci>. Yor \. K . 

Payment Methods 

Wt* accept payiTtcn; dol lur^ drawn on a I IS . hunk 

by cbock. money onfcr. credit card, or purchase order, 
ll yuupay by po rebate tirtUr; 1) Provide the name; and 

»c*cs$tfthepeTSOTtobeWlfe4^ 

Vty vt hcnordci payable by an agency '</ihc ftdenJ 

povcmrrpcnt 
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3 + Payment Method 

VBA 



DtanOofe 



Add™. 
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CiMhy. 
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77ie Memory Jogger*" 




TMl pocket guide— expanded 
and improved from the original 
Memory Jogger— is designed to 
help you improve Ibe procedures, 
gygieuig. quality, cost, and yield* 
related to your job. Ire Memory 
Jo££ci tv combines *he basic 
Quality Tools and ibe Seven 
Management and ^ 
TooU in an ca%y*io-use format Ft include* continuous 
improvement lootetfuchaA Cause and Effect* 
Histogram, Run Chan, Pareto Chart, and many more! 
Available in Spanish, irench and oiiicr languages. 

Cork 

The Memory Jogger 477 

I With more than five in 

I Pri*- 

rtaifMd to help everyone in 
your company improve on a daily 
basis the procedures systems, 
quality, com, and yield* to 
tbeir jobs, It includes practical 
inv-truuions and examples of 
various techniques used in problem solving Wuhan 
cmpha*ii on the main phase* of problem solving, 
problem identification, and problem analysis 
Thr \taroy Jojjgex^is the periectway to involve every 
member of yout organizational quality achievements. 

Ode: 




Quantity cusccurtfs nttiMb. 




The Team Memory 

Buy torcad and written from 
the team member's point of vkw, 
The Team Memory goes far 

beyond bassr theories to 
you ru^s-and- 
bolts action steps on preparing 
to be an effective leaia member, 
how lo fict a good start. £ct 
work : ■ ■ in tram** and 
when and how to end a project. The 
Team Memory jV^rrrr^^Uo leaches you how to deal 
with problems that can arise a ream \H perfect 
for all employees at all level*. Available iu Spanish. 

Code: 

The Momoty 

guide you through the latest modifica- 
tion* To the 900) standard* 
with easy-to- follow instructions to 
prepare for, implement, and main* 
tain registration. This power- 
ful pocket (tuidc provides each 
uuplc vvl with j clear umlcr- 
i tta ul i l; i t the change* in tcrmi- 
iwlogy and clause structure from 
(standard, and answer* key question 
aboui each employee's roJeio Ihc rcpstration process. 

* Updated clause namei and struc- 
ture*, paraphrased and organised into casy-lo- 
fo-low sections. Comparison of 

and clause structures 

* Examples, notes, pitfalls, and illustrations to fos- 
tcr undcistanding Code 



Momory Jogged 
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Guide to 
CD ROM Package 

^^^^m The GwH G*tde frr.fa#- 

II makes it easier than ever to 
H v*t Tke Memory Jog%er™U 
I as a key resource in your 
I effective training efforts. 
H You can get your teams to 
better use the Dtnc 
MMLfl yjalty Control rools 
^KSP ;nd MiKt^vltKlU au^i 
flH Planning Toob * o that 
■V they * achieve 
^^■^ objectives and improve 
their self-sufficiency in problems. 

The tuitlxincludedare: Activity Network, Affinity, 
Brainstorming Cause EfTcct, Cheek Sheet Control 
Chart, Flowchart* Force Field Analysis, Histogram, 
Interrelationship Digraph, Matrix, Nomiual Group 
Technique, Paiciu. I'tioriti/ation Matrices. l*ioceiS 
Capability. Radar, Run, Scatter, and Tree 

Each bus a i*t uf overheads thai include*: 

■ Asumriurytf the steps forusinglhetuol 

* An overview of :he steps in flowchart form 

• Illustrations of the tool at different steps 

■ Finished examples of" the tools. 

Ihf CIUKI1M Paci^c includes: 

* i ' ■ l - ' " ' CuUte 

* I CD*ROM disk with lit? overheads in 
Microsoft PowerPoint^ 

* 5 coptc* of The Memory Jogger** 11 

You can pi int the overheads as you need them and you 
can customize them too! 

Code 1046 
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Project Management Techniques: 

ATwoOay Wcksiou 



Thtt practical, iwxwlay workshop tcachcsoll the basic 
management methods thai project Icadcr&and team 
member* need to successfully cccupltfc projects— 
without eostiv rework. Leader wilt methods :o 
keep projects within budget and on schedule. Team 
members will learn how to participate more effectively 
denng a projects planmng<ind :nunitunng potato. 



The w orkshop fol lows ihc stcp-by-s tcp method 
outlined in the TvtpctMmqpamA 
This method provide** general, flexible architecture 
foi project management that any leant can use lo 
manage all types il piojcCS in the otgaiu/aUon. 
Attendee* will rum practical expenence by working 
through a project cf their own under the guidance of 
an experienced insuiKtoj. 

What YOU WtltLo+tn 

* How lo plan* execute, and close oat projects using 

the easy-to-follow* step-by-step method. 
+ How to develops deliverables schedule, 

+ How to make a risk assessment and develop 
couuicj mcasui cs to reduce risk. 

+ How'towriteachartcr,cicatcanem>^i\^projoc1 
plan, monitor project piogicss, jiuI manage 



Visit oui web site at www.goalqjK,comibr more 
in format ionabou; this workshop, and all our other 
uaimng courses. 



Customization of Your 




/ products 
with your company's name and 
logo, mission or vision statement, and 
almost anvihmg else J , 

of 

+ Allows you more flexibility in detcnniDinjtcoacetv 

• Ciivcsyuur leader* an opportunity to personaJue 
every copy 

.* I Iclnsio promote your cuatity 
fattpn vcrncnt el roils 

• your organizations commitment to 
quality 

• J telpx i>ttvr the eostt of in*house of 
tnrHflrj material* * 

• Helps employee* understand how mcycaJt help 
achieve company goals 

• Gives your Team a 

A few dctait* 

• r^«allow'anunimiimof4Hwfe 
customised products 

+ Customization is most cost effective for 
vi 2^0 or more. 

• AAuiabomcustofliuiii^GOAUyPCproducu 



Were flexible on what and how* much can be 
customized, almost anything is possible. Just call 
us and ask. 



